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UNITED  STATES  DEPARTIViENT  OF  AGRICULTURE 
BUREAU  OF  MARKETS 
WASHINGTON,  D.  C. 

INFOKaTIOJT  CIRCULAB  W.  12. 

1  •    EPFICim"^CY  REPOETS  OF  JOIITT  CLERICAL  E^LOYES  lU  BRflJ!lCH  OFFICES . 

Hereafter  efficiency  reports  on  joint  enipioyas  in  joint  Taranch 
offices  will  "be  prepared  and  signed  "by  the  chainnan  of  the  respective 
operating  conmiutees  and  miled  to  the  Aditiini strati ve  Assistant  in 
Charge  of  Operation. 

2.  C^TGE  II^T  OFFICE  HOLT.S  IN  mSHINOTON. 

This  BxTrea-a  is  in  receipt  of  the  follcv;ing  order  from  Mr.  R.  M. 
Heese,  Chief  Clerk,  Department  cf  Agric-alt-are,  dated  Janmry  22,  I919: 

"Referring  to  ray  memorand-aE  cf  Octcber  2,  I9IS,  in  v;hich 
the  office  ho-urs  v;ere  fixed  'imtil  further  order'  at  3:30  a.m. 
to  U:G0  p.m.  ..   it  iias  heen  fo-caid  advisable  after  full  consider- 
ation of  all  aspects  cf  the  natter  to  revert  to  the  former 
schedule. 

"Beginning,  therefore,  on  Monday,  January  27,  I9I9,  the 
office  hours  of  the  Department  cf  Agric-olture  v/ill  be  from 
9:0c  a.m.   to  kiyj  p.m." 

3.  irrSBIHG  MAIL. 

For  special  reasons  which  no  longer  exist,  various  persons  out- 
side cf  the  Reviewing  Section  have  "been  given  authorit;/-  from,  time  to 
time  to  vise  outgoing  mail.    Recently  a  system  cf  statistical  v/eekly 
reports  from,  the  Reviewing  Section  has  been  instituted,  which  is  prov- 
ing to  be  very  val-o^^/ble.     Iiov«ever,  in  order  that  these  reports  be  com.- 
plete  and  acc-uxate,  it  is  necessary  that  all  viseing  be  done  in  the 
Reviewing  Section.     It,  therefore,  is  desired  that  officers  and  en^ployes 
ha'^/ing  the  special  authority,  exercise  it  6nly  in  genuine  and  -cgTusral 
emiergencies. 

DEFIITITE  SUGGESTIOIvTS  FOR  CONSIDERATION  AT  IvEETINGS  OF  OPER^VTIFG 
COiWJTTEES  IN  BRANCH  OFFICES. 

The  chainran  of  the  operating  commdttee  in  the  Philadelphia  joint 
office  b^LS  suggested  to  his  committee  that  anyone,   desiring  to  subm^it 
a  suggestion  or  encourage  a  discussion  of  som.e  certain  topic,   submit  the 
suggestion  or  subject  in  writing  to  the  head  clerk  several  days  before 
the  meeting,  and  tnat  the  clerk  -then  imke  up  a  list  of  these  suggestions 
arid  subjects  and  distribtite  it  to  mem-bers  of  the  committee  a  day  or  two 
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"before  the  meeting  is  to  "be  called.     It  is  believed  that  this  pmctice 
is  one  that  might  be  foilo'^ved  to  advantage  in  operating  comr.ittees  of 
joint  "branch  offices  in  other  cities. 

5.  PTJITCTUALITY  AND  ATTSI-TmyCE. 

It  is  reported  that  there  has  "been  some  mi smder standing  and 
confusion  as  to  whether  B-ureau  Memorandiim  Ko.  165,  dated  ITovem"ber  12, 
and  sixpplemient  thereto.,  dated  December  2,  I5IS ,  are  intended  to  apply 
to  employes  stationed  outside  of  "Washington.    TThile  the  introductory 
discussion  and  explanation  in  Bureau  Mem.orandum  No.  165  '"^s  "based  prin- 
cipally upon  observation  of  conditions  in  Washington,   the  requirements 
included  at  the  end  of  this  miemoranduT;  and  the  explar^ations  contained 
in  the  supplement  apply  alike  to  "Washington  and  the  field.     Copies  of 
this  mem:OrandTirn  and  supplement  v.'ill  "be  mailed  tipon  request  to  any 
"b2:^nch  offices  '.hich  ha.ve  not  received  them. 

6.  EETURN  CARDS  ON  OFFICIAL  ENVELOPES. 

In  order  that  the  Bureau  may  be  informed  more  pronptly  of  the 
nondelivery  of  correspondence,  bulletins,  reports,  etc.,  all  envelopes 
of  every  hind,  including  those  -ased  for  correspondence  and  those  -jLsed 
for  publications,  hereafter  v/ill  be  printed  with  return  card  in  the 
vp^er  left-hand  comer  reading  as  follov/s:     "After  five  days  return  tc 
U.  S.  Department  of  Agriculture,  Bureau  of  L^rkets,  TTashington,  D.  C." 

Aside  from  the  general  desirability  of  securing  the  proqpt 
return  cf  undelivered  mail,  the  special  reason  for  makirig  this  change 
is  in  order  to  secure  the  early  return  of  undelivered  daily  reports  so 
that  necessary  changes  in  miling  lists  may  be  made  more  promptly. 

7-     ROOMS  VACATED  BY  EHIPLOYES  TO  BE  LISTED  - 

At  the  request  of  the  Civil  Service  Comnission,   the  Sscretarj'-  of 
Agriculture  has  directed  that  the  several  b-oreaus  cf  the  Department 
report  currently  to  the  Homes  Registration  Service,  lUl2  H  Street,  North- 
v/est,  the  name  and  TJashington  address  of  each  enploye  separated  from  the 
service  in  Washington,    This  is  to  enable  the  Homies  Registration  Ser-^rice 
to  take  prompt  steps  to  list  again  all  rooms  vacated  in  order  thit  sv.ch 
rooms  ma-y  be  used  for  new  appointees  and  for  those  already  in  Washiiigton 
who  are  not  properly  housed.    Accordingly,  it  -vill  be  necessary  Ln  every 
case  hereafter  to  include  the  address  of  employes  cf  the  Bureau  in 
Washington  in  subrequests  covering  their  separation  from  the  service. 
The  Personnel  Section  of  the  Bioreau  will  furnish  the  Eomes  Registration 
Service  daily  statements  coveriiig  the  entire  Bureau,  giving  tl;e  informa- 
tion req^u.red. 

2 •     USE  OF  THE  FPAW.  IN  CIRCUURIZING  t'lA^ILI^TG  LISTS . 

Attention  is  called  to  Information  Circ-olar  No.  11,  Item  12.  It 
develops  that  the  procedure  outlined  therein,  particularly  with  refer- 
ence to  the  use  of  the  frank,  is  not  entirely  applicable  to  all  S-j^i-eau 
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mailing  lists.    The  frank  should- not  be  used"  on  return  cards  when  cir- 
cularizing nevi'  r^mes.     In  some  cases,  however,  it  is  permissible  to 
x'"rarik  the  return  card  when  circularising  a  mailing  list  already  estab- 
lished.   V,heth3r  the  ii^nk  should  "be  used  will  depend  upon  the  nature 
of  tha  mailing  list  and  the  frequencj''  of  circularization.     Some  mail- 
ing lists  are  circularized  as  frequently  as  once  in  three  months,  and 
the  franks  may  he  v.sed  on  the  return  card  in  such  cases,  if  desired. 
Lists  circularii:ed  less  frequently,  however,  or  only  once  or  twice  a 
year,  should  not  receive  the  franked  card< 

S-     CHARSINa  OF  JOIFT  EXPENSES  TO  PROPER  PROJECT. 

It  has  oeen  noticed  in  handii:ig  vouchers  covering  joint  operat- 
ing expenses  that  in  many  cases  no  apparent  effort  is  m.ade  to  have  the 
voucher  paid  by  the  project  incurriiig  the  larger  part  of  the  e^cpenses 
covered  by  the  voucher.    For  instance,  a  telephone  'v'oucher  for  a  large 
am.cunt ,  consisting  m.ostly  of  charges  for  calls  in  excess  of  the  gi5a.ran- 
tee  and  of  toll  calls,  knovi/n  to  h^ave  been  made  m.ostly  by  the  projects 
conducting  the  market  nevvs  service,  is  submitted  for  paym^ent  by  the 
inspection  service.     Such  vouchers  frequently  are  questioned  by  the 
leaders  of  the  projects  against  which  they  are  charged,  and  sometimes 
prolonged  delays  are  caused.     Of  course-,  consideration  al\-vays  has  to 
be  given  to  the  relative  size  of  the  credit  balances,  or  to  any  possible 
debit  balances  on  joint  operating  expense  accounts,  in  determdning  v/hich 
project  is  to  carry  any  expense  under  consideration,  but  it  is  believed 
that  miore  consideration  can  be  given  to  having  vouchers  paid  vvhen  pos- 
sible cy  the  xorojects  receiving  the  larger  proportion  of  the  services 
or  s'cpplies  covered. 

Attention  has  been  called  repe3>tedly  to  the  desirability  of  halv- 
ing all  joint  vouchers  initialed  by  the  representative  of  the  project 
by  -vhich  the  voucher  is  to  be  paid.     However,   tliis  frequently  is  over- 
looked, the  voucher  being  signed  by  the  chairman  of  the  operating  comi- 
mattee  v;ithout  the  supporting  initials  of  the  project  representative. 

Project  leaders  in  T.ashington  may  desire  to  Icnow  from,  timie  to 
timie  as  to  the  standing  of  their  project  on  the  account  kept  v/ith  it 
oy  the  head  clerk  for  the  joint  e:^oense  ]pool.     Statements  of  balances 
ordinarily  will  be  all  that  is  necessary  ,  and  these  may  be  secured  at 
any  tim.e  through  the  local  project  representative.    I'Then  necessary, 
complete  transcriptions  of  the  joint  expense  account  may  be  drawn  off 
by  the  project  representative  or  any  project  clerks  fromi  the  acccuiits 
kept  by  the  head  clerk. 

10 .     DSIAY  IInT  PRSPARIira  REQUESTS  FOR  LETTERS  OF  AUTHORIZATION. 

At  least  90  per  cent  of  the  letters  of  authorization  prepared 
for  the  sigrature  of  the  Chief  of  Bureau  reach  him  after  the  travel  or 
other  action  authorized  thereby  h^s  been  performed,  or  at  least  begmi. 
An  examination  of  the  authorizations  handled  for  a  period  of  aboiit  two 
weeks  indicates  that  this  is  caused,  in  part,  by  delays  between  the 
tim.e  the  Section  of  S-ugpplies  and  Accounts -receives  the  request  from,  the 


project  ar.d  the.,tinie-  t:i5  a-atlno.rization  reaohes  z'.y<i  des>  c_f  the  Chi  sr. 
v/nich '-asroali-- .covers,  a  wselc  of  t^eri  'dar-s.    Thi-s  period  is- -too  lor.j  ar.a 
v^ill  he  .reducjed. '  The  co-diTiion  is  d-UB  in' great  2:3as"J'-e7  hc^vever, -  to 
the  fact  that,  the  req-'oests  for  at  least  SO  per  cent,  of  al-I -a-athoriza- 
tions  p^ri  not  dated  more  th^ha  day  or  t'.-c  oefore  the  aate  i^ion  '^fhich. 
the  a-athoriza,tion  is  to  hecome  effective,  arid  r,ore  tl:ian  h^lf  -dc  net 
rea,ch  thp  Section  o'f  S-applies  and  Accotaits '-antil  on  or  after  t's^z  daie 
Tiiis  practice  ■:::cs-t  os  discontinued.    TThi'le  it  is- ti-ae  ■oh:at  there  are 
cccasiona,!  erne r^eh dies  -.vh&n  the  need  for  a  certain  trip  or  f d^-.'a-athrr- 
it"  to  perfonr:  other  v/crk,  involving  tl-3-  expeniit':Lfe'  df  Sovemrrent 
f-.-'nds,  car^not  he  foreseen  for  any  considerahle  period,  assurancs  is  fe 
tha.t  the  exercise  of  aii  ordinary  amb-ant  of  for.aS.i'ght  az\d'  s-orf  icient' 
care, in  the  plaiming  cf  v;ork  wotdd  erjable  project  leaders  to  ''-ra'T  re- 
quests" for  authorizations  of  all  hinds- a  vvesh  cr  r.ore  oefore  they'rrasL 
oe coins  efi'ective._  ■  -■■  ' 

Hereai"'ter,'.a3:i^/"  rsauest  which  does  hot  reach"  tile  Section  of  S-:rp- 
plies  and  Accq-^jnts  at  least  six  days  prior  to  the  dat&  it'  is  tc  cacor-s 
effective,  irrast  he  acccipanied  hy  a  nenicrar.d-ucr;"  e:.:§-Tal"5d:r-e:  the  rsason 
for  the.  delay,  or  the  in^rosaihility  cf  having  f oret:,sei-/ -the  necessity 
for  the  letter,  unless  the  Chief  -las  approved  a- -its"! e'tKca  au the riGin~ 
the  travel  or  v;ork,to  ce  performed,  or  has  -ot'iler'.vise  3igrJ.fled  his  -ap- 
proval.   In  such  cases,  a  copy  cf  >hs -tele"gr£Lrr,  -ar-  a  hfief  -.smorand-sn 
stating  the  circjinstances ,  'sho^7ld>E^cccifpany  the  re>iU53t  for  the  authcr 
izatidn.    I  t  is  understocd  that  ^ib^'^ays  is 'the  n:i:'h.x-:ci  period,  al- 
though it  is'  decirs-d  and- Gicpected  that ,  as  a  r-ale.  as  rjach  as .  a  .'iveak ' 
v;ill  he  allc^sd.  ' 

11.   E:^'^2!iiTAiio:'s  ?o?.  ruPLia\Tirc-  rACEii^'  op^ATnr.s;  • 

.  For  the  information  of  oranch  offices  having  need  for  such  as- 
sistance fron  time  to  ti~e,  attention  is  directed  tc  Civil  Service 
exaniinations  as  follov's: 

.    IvUmeogmph  operator,  asale  a,nd  farale,  572C-$1.2.X, 
.  .  '   e;-iaird nation  held  at  points  generally  throu:;hout  the 
Ihiited  States  on"  Octoher  lo,  iTcverr.cer  6  and  racemher 

11,  iqis.' 

i'mltigraph  and  %vriter  press  operator,  irale  and  fenale, 
.  $1,0Q0-$1,20C,  exairdnat ion  held  at  points  generally 
th-ougho\it  the  United  States  oh  October  lo,  l-ovemher 
2C,  and  Decajrhsr  11,  I9IS.    A  sirrllar  exaair_ation  . 
is  amicLinced  also  for  Pehnsar:.-  11  ^  -i-S- 

I>.Tplicatin5  -.-hai.-,3  operator,  -ale  e.nd  f 3t=iTe',V$T2'D-$I^MCC , 
exfj^-amtion  held  at  Chicago,  Illinois,  and  lietroit, 
Michigan,  cn  Fove-iher  13,  I'^IS.  and  at  Philadelphia  and 
Pitts>argh,  Peri.a3ylvania,-  -on  i'sveir.sef  23;  IJlSs:  "Similar  "-  -• 
'  e.xarri-'Jiticns  -irere  anno^xaced  for  Jan-uary       1?19.,  a.t   "  •  • 
.      ■.3irminghan-,  Alahaira,  Janmr;- 'IC 'ai"  San  Trancisoo,  .Cali- 
.\"^_„/'iOrnia,  January;il  at  Los  Angeles,  California,  January 


25  cit  Denver,  Colorado,  and  Jarfjar-/  29  at  Chicago, 
Illinois,  and  Detroit,  Iviichigan;  Febr-oary  I9 ,  19-9  j 
at  Portland,  Oregon,  -Spokane,  ITashington,  Yalrina, 
'Waaaington,  Idah.o  Falls.  Idaho,  and  Butte,  Montana, 

12.  OFFICE ■I5ETH0DS  IN  CHICAGO. 

Ivkrket  S-aryeys  Project  Letter  llo,  5.  ''^ol.  IV,  issued  Janmry  2G , 
1919,  contedns  the- following  item:  -  . 

"In  the  Quarterly  .Report  recently  received  from  Chicago, 
there  are  two  good  suggestions  v;hich- iXiay  be  possible  of    ".  ' 
duplication  in  other  stations.    Mr.  Hall  states  these  condi- 
tions briefly  as  t'cllovira'  -■■ 

'We  have  installed  a  buzzer  system  for  use  in 
decoding.    At  the  opening  from  the  telegraphers' 
room  to  the  room  used  by  the  girls  doing  the  de- 
"codi-iig  is  placed  a  letter  basket.    "CThen  the  teleg- 
rapher has  a  market  '"ire  or  any.  other  message  ready, 
he  signals  and  a  ste-nogi-apher  immediately  pushes 
the  slide  from  the  '.vindow,  reaches  in  and  gets  the 
"•-m.essage.     This  does  a'vvay  with  the  necessity  ox  con- 
tin.mlly  visiting  the  telegraphers'  roomi  to  see 
whether  there  is  ar^/thing  ready  for  the  decoders. 

'A  sinple  yet  handy  device  consists  of  a' hinged 
board  for  wetting  stencils.    I  happen  to  kncv;  that 
some  offices  wet  stencils  on  tables,,  or  even ^  on 
desks,   thus  causing  the  veneer  to  curl  up.  Tjie 
device  used  by  ixs  consists  of  -  a  planed  board,  fastened 
to  the  wall  by  hinges  so  that-  it  can  be  tuzn.ed  back 
out  of  the  v^ay  vyihen  not.  in  use.' 

"The  device  used  in  Chicago  for  moistening  stencils- 
saves  marring  desks  or  other  f-orniture,  and  that  device,  or 
some  sim.ilar  arrangemient  eq,^jis.ll;/  effective,   should  be  adopted 
liy  each  branch  office." 

13.  BAJD  FEEDING  VERSUS  AuTOMTIC  FEEDINa  OF  MII;fflOGBi\PHS .  .        •  \" 

Host  of  the  mimeographs  of  the  Bureau  of  Markets  are  equipped 
v/ith  automatic  and  hand  feeding  evt tachments .    A  long  period  of  close 
observation  in  the  Addressing  and  Di-jplicating  Section  in  Washington  of 
the  res-ults  secured  by  these  two  m.ethods  I'ias  resulted  in  the  conviction 
that  hand  feeding  is  the  m.ore  satisfactory.     With  the' auvcmatic  feed 
not  more  tlian  100  sheets  can  be  placed  upon  the  feed  board  &t  a  tim.e 
without  crowding  the  irachine  so  tightly  th-at  it  is  likely  to  pick  up 
several  sheets  at  once.     It  also  is  a.pt  to  do  this  vvhen  the  supply  on 
the  feed  board  is  nearly  exhausted.     This  makes  it  necessary  to  refill 
the  ma^cfrane  s.t  least  five  timzas  for  every  ream,  of  paper,  and  even  then 
it  is  almost  impossible  to  prevent  it  from,  piclclng  up  an  additional 
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sheet  occasionally.     This  is  especially  trae  with'  soir.e  of  the  poorer 
grades  of  paper.     It  results  in  the  necessity  for  continmlly  adding 
paper  in  srr.all  qmntities,  in  wasting  paper  where  t%vo  or  more  sheets 
are  fed  at  :hs  same  time,  in  the  rapid  wearing  out  cf  the  rubber  feed 
rolls  (costing  -$1.00  per  set)  ,  and,  where  both  sides  of  the  paper  are 
printed,  the  elimimtion  by  hand,  after  the  first  run,  of  all  blar-k 
sheets  to  prevent  forms  from  going  out  with  but  one  si-de  printed. 

After  a  series  cf  experiments  it  was  discovered  that  all  these 
disadvantages  could  be  overcome  by  hand  feeding,  a.nd  that  h^nd  feeding 
usually  secured  a  more  nearly  -uniform  registration  of  the  pirinting  on. 
the-  paper.    Paper  G8.n  be  fed  by  hand  as  rapidly  as  "t^-  the  automatic 
device.    In  fact,  this  has  little  to  do  with' the  -rate  cf  feedirig  since 
one  sheet  m>a.st  be  fed  for  every  revclutior.  of  the  cylinder.     It  is 
easily  possible  for  an  e:xperienced  opemtor  to  do  this  by  hand.  In 
feeding-  by  hand,  rubber  finger  cot?  are  sometim.es  worn,  or  rubber 
erasers  or  worn-out  rubber  rolls  frcT:  folding  machines  are  used.  Since 
the  feed  board  is  equipped  with  tv/o  g-oides  on  the  side,  the  paper  can- 
not feed  intQ- the  irachine  otherwise  than  straight,-  and  the  only  action 
in  hand  feeding  that  is  necessary  is  to' push  each-  sheet  straight  for- 
ward into  the  pickup.     Tliis  hand  feeding  requires  only  a  little  prac- 
tice, and  the  only  thing  to  be  learned  is  the  faciity  of  timdng  the 
feed  with  the  revolution  of  the  cylinder.    "This  may  be  accoiiKlished  b^r 
starting  the  machine  slowly,  and  as  the  operator  gets  the  rhythm,  to 
increase  the  speed  of  the  machine.     In  a  relatively  short  time,  by 
following  this  procedure  opera-tors  can  feed  paper  by  lB.nd  with  the 
machine  running  at  top  speed. 

1^  •    THE  BUBEilU  STAlTEi^^RDI  ZES  ON  IvIIISO(;RA?H  IXK.     ( COmPEIdAL)  . 

There  a,re  two  brands  of  mimieograph  ini-  under  contract,  the  Ilipco 
at  95  cents  per  pound  and  A.  B.  Dick  ITo.  767  at  $2.10  per  pound.  Either 
to.,   the  Bureau  lia.s  been  using  miostly  the  lower  priced  irik,  because  tlie 
considerable  difference  in  price  led  us  to  believe  that  it  would  be 
cheaper  to  use.    Hov.'ever,  a  prolonged  series  of  exhaustive  tests  have 
been  irade  in  checking  the  one  against  the  other,  and  the  followirig 
facts  seem  to  have  been  established; 

(a)  '3n  any  kind  of  a  run,  even  one  prolonged  run  without  anj- 
break,  the  Dick  iric  I'o.  767  gees  so  much  further  thai",  the  Sipco  that 
the  cost  for  ink_,  even  "onder  conditions  m.ost  favorable  to  the  Ilipco, 
for  an  equal  nwber  of  copies  is  about  the  same  for  one  "as  "for  the 
other,  vdth  any  slight  difference  favoring  the  A.  3.  Dick  inir  ITo.  ^67. 

(b)  On  broken  runs  where  the  run  is  suspended  for  a  length  of 
tim:e,  d-jiring  the  lunch  hour,  over  night,  or  the  like,  the  difference 

in  favor  of  the  ITc.  767  is  m.ore  marked.    This  ink  '.Till  start  out  alniost 
imm^ediately  after  such  a  period,  producing  clear,  clean,  distinct  copies 
It  is  generally-  necessary  to  spoil  a  considerable  number  of  sheets  cf 
pa-per  on  a  stencil  inked  :vith  Kipco  under  similar  conditions  before  the 
print  clears  up  enough  for  use.     '^Vheh  the  nin  is  suspended  for  several 
hours,  as  over  night,  the  pad  on  which  the  Sipco  is  used  "must  be  re- 
moved,  tur?ied  over  and  reirJced  before  good  work  can  be  done.    The  pad 
on  which  Uo.  767  is  used  need  not  be  touched.    The  mim.ecsraph  can  sirrl" 
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"be  started  up  a^in  and  within  a  very  few  copies  the  printing  iDecomes 
perfsctly  clear  and  distinct.    Much  Kipco  ink  is  wasted  in  reinking  and 
in  forcing  the  ink  through  the  clogged  stencils  and  much  paper  also  is 
wasted  in  getting  the  stencil  cleared  up  sufficiently  to  continue  the 

(c)  The  number  of  pads  v;hich  must  he  used  under  any  system  of 
operating  is 'greatly  higher  with.JCipcc  than  with  No.  7^7-     This  differ- 
ence in  the  number  of .  pads  v;hich.  must  be  used  in  itself  effects  a  con- 
siderable saving, 

(d)  "When  Kipco  is  used,   the  gumming  up  of  pads  and  the  clogging 
of  stencils  results  generally  in  operators  tightening  up  the  machines 

to  increase  the  pressure  to  force  the  inic  through  the  stencils,  and  this 
has  resulted  to  a  noticeable  extent  in  the  more  rapid  deterioration  of 
the  irachines,  especially  in  the  premature  wearing  out  of  various  bearings. 

For  these  and  other  reasons,  it  is  believed  that  A.  B.  Dick 
No.  7S7  m.imeograph  iv2r.  is,  in  the  end,  much  cheaper  and  more  satisfactory 
than  the  Slipco  and  hereafter  it  will  be  the  standard  ink  for  use  by  the 
Bt)j:es,u  of  I/jarlcets .     Orders  from  branch  offices  will  be  filled  from. 
Washington  with  the  A.  3.  Dick  No.  J&J  ink  and  branch  offices,  compelled 
in  emergency  to  secure  supplies  direct  from,  dealers,  will  purchase  this 
ink  v/henever  possible. 

This  item  must  be  regarded  as  entirely  confidential  and  should 
not  be  shown  to  anyone  not  an  errploye  of  the  Biu-eau  of  Markets,  and 
especially  not  to  dealers  in  or  agents  for  any  mimeograph  ink,  and  mast 
not  be  used  in  any  way  for  a-dvert ising. 

15-     VOUCHERS  COVERINa  MOTOR  7EHICLE  OPERATING  EXPENSES . 

When  vouchers  are  submitted  covering  expenses  incurred  in  the 
.  operation  of  mxOtor  vehicles,  including  such  items  as  storage,  gasoline, 
repairs  and  -upkeep  generally,  care  should  be  taken  that  the  face  of  such 
vouchers  sho'vvs  whether  the  vehicle  is  a  track  or  a  passenger- carrying 
car. 

16.    REQ.UISITIONS  AND  VOUCHERS  COVERING  BRANCH  OFFICE  PURCHASES  OR 
EXPENDITURES . 

Wlien  any  purchases  of  naterial  or  supplies  are  made  or  expenses 
of  any  sort  are  incurred  by  branch  offices  xpon  special  authorization 
from  Washington,  a  copy  of  the  letter  or  telegram  authorizing  such  action 
should  be  atta-ched  to  the  requisition  or  voucher,  as  the  case  iray  be, 
when  the  req^iisition  or  voucher  is  sent  to  the  Washington  office  of  the 
project  which  is  to  bear  the  expense.     Compliance  with  the  above  will 
facilitate  the  handling  of  reauisitions  and  acco-unts  in  Washington. 


1?.-,    REPORT  FPOivi  ruCTi^FIlTGr  oECxIG^T  FOH  TSESCS  STSIIX-  ^'CTUAIlY  IS  AITD  2^. 


Tae  re^-orts  f rorr.  tlie  Eeviev-lng  Ser-tior.  f.cr  tlv:^,  -.vesks  ending 
^?.ivjBry  IS  and  2J  sao^v  tlie  fclloiving  fig-ires  for  the  varic-as  projects 
named: 


Project. 


Jani:a-r7  12 


3ivi.-  :• 
siorjai  • 


,..:.„Stenog-.,_-::  Stencg- 
'  ;  rap^ersr  :..,raphe;'3 


.  :     ■:  "Tivi- 
Foql  J  :  -  siorjai 
Stencg-:  Stenog- 
rap  hers:  raphe  r  s 


i-dmini  strati  ve 

'72 

51 

141 

Ixb 

ss 

ivfe-rket  Business  Practice 

10 

:? 

i.ia,rjret  b-arvejs              .  , . 

^  —  '  1 

5-* 

21C 

Gotten  iiianLil-i i'lg  and  Ivk-'r- 

icei/ing 

1 

^= 

-ii  trato 

l:;-c 

:j2 

2ic 

Seed  Ivlarketing  Inrestig^- 

Cm 

7"? 

c.  ^ 

^? 

104 

Grain  S-cpervision 

IS 

12U 

■("areho^.Tse  Inve  s  ti  ga ti  ons 

0 

6 

8 

r.5arl-eting  Dairy  Products 

7C 
16 

26 

57 

16 

^Tra  in  3 tandar di -zati on 

26 

Gcnserva.ticn  of  Fruits  and 

Yegetatles 

2)4 

;--  95 

2^ 

Ivjarket  Grades  and  Standards 

36'^ 

75-.. 

22 

Hurai  Credit,  Insur5,ncs  and 

ConmuniGation                .  - 

-  57 

"  1 

-6 

11 

Cooperative  Purchasing  and 

ivferketing 

20 

s 

22 

h 

T  ran  sp  o  r-tat  i  on  ■ . 

2S 

2g  ■ 

23 

Cit7  Lfe,rketijdg  -  " 

31 

lU  ■ 

 32.^- 

26 

Foreign  Mai-keting 

9 

25 

1 

T7ar  Industries  Boa,rd  TTocl 

Work 

"  -143 

.  .  125- 

•  \  33 

65 

Cotton  Futures 

Totals'. 

9^3'  ' 

112'4 

811 

'A  "coirparison  of  the  figures  f5r  the  two. -weeks-.ahows  an  i:ncrcve- : 
ment  in  those  for  the  week  ending  January  25,  "out  the  number  of  letters 
dictated  to  divisional  stenographers  still  seexs  to  be  relatively  too 
large . 
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Fe'Druaiy  I9,  I919.  |  ^«S.2}eparcmciitof .Agricaltoie 


INFORMA.TI01T  CIRCULAR  HO.  13 


1.  WAR  SAYINGS  STAMPS  A?n)  ^BRIFT  STA]\g>5 . 

The  attention  of  all  Bureau  erqployees  is  called  to  the  fact 
that  the  I915  series  of  War  Savi-igs  Staixips  and  Thrift  Stamps  is  on 
sale  generally  throughout  the  country.    The  advantages  of  thrifty 
saving  are  universally  recognized,  and  the  opportunity  to  save  for 
the  future  and  at  the  same  time  help  our  country  in  its  tiit.e  of  need 
should  not  be  neglected.    The  need  of  the  nation  for  financial  stpport 
is  as  acute  as. at  any  other  time  during  the  1.7ar. 

Employees  in  Washington. are  requested  to  purchase  their  stamps 
at  the  Cashier's  windov/  in  the  disbursing  Office.     The  record  of  the 
sales  made  at  this  windoxv  affords  the  only  "basis  for  estimiating  the 
amount  of  War  Savings  and  Thrift  Stamps  purchased  "by  employees  of  the 
Departm.ent  of  Agriculture. 

2 .  BUREAU  IMORAITLA ;  IlIFOH/ATIOM  CIRCULiIRS,  ETC/-,  DISREGAFDED . 

Item  Ko.  2,  of  Information  Circular  Ko.  3,  dated  Septemiber  IS, 
19 18,  in  regard  to  leave  without  pay,  contained  the  following  sentence: 
"IIT  iro  CASE  SHALL  SUCH  LEAVE  BE  TAIE^T  TOTTIL  THE  APPLICANT  EKS  BEEN 
ADVISED  OF  ITS  APPROVAL".     The  sentence  quoted  was  v^-itten  in  capital 
letters  and  underscored.     Since  tliat  time,   in  several  cases  leave  has 
been  taken  before  it  has  been  approved  by  the  Chief  Clerk  of  the  De- 
partment and  in  at  least  one  case  this  leave  was  disapproved  by  the 
Chief  Clerk,  resulting  in  the  employee  and  the  Bureau  of  Markets  being 
placed  in  a  m.ost  embarrassing  position. 

Upon  page  5  of  Bureau  Mem.orandum  No,  152,  dated  November 
191s,  and  entitled  "Letters  of  Authorization" ,  appears  the  follovving 
instructions:     "In  order  that  under  no  circujnstances  my  this  Bureau 
be  placed  in  the  apparent  position  of  somiev/hat  loosely  authorizing 
travel  in  any  degree  indefinite  in  scope,  hereafter  a  definite  list  of 
the  points  to  be  visited  should  be  em.bodied,  xvhere^fer  possible,  in  the 
requests  for  authority  to  perform  official  travel******.     It  is  recog- 
nized that  the  conditions  under  -.vhich  somie  lines  of  vrork  are  perform.ed, 
and  in  certain  cases  the  nature  of  the  work  itself,  may  make  it  im- 
practicable to  give  a  conrplete  statement.     In  requesting  authority  to 
perform  travel  in  such  cases,  if  the  reason  is  not  self-evident,  the 
situation  may  be  met  by  giving,  in  a  supplemental  memorandum.,  a  state- 
ment relating  fully  why  it  is  not  possible  to  forecast  the  complete 
itinerary."    Since  this  memorandum  ^ms  issued,  m-any  requests  have  been 
received  for  authority  to  visit  unnamed  points,  without  any  explanation 
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of  necessity  such  as  is  :.-eQnired  "by  the  provisions  of  the  memorandum 
just  qri.oted.     In  one  case  it  v>as  plainly  evident  that  no  such  general 
authority  v^as  necessary  and  the  authorization  v.'as  returned  to  the 
officer  by  whom  it  v\?a3  requested  for  the  explanatory  meir.crand'am  re- 
quired under  such  circumstances,  as  indicated  in  the  passage  quoted 
above.    The  authorization  \vas  then  re-drafted  by  the  project  request- 
ing, '.mich  explained  the  natter  by  saying  tliat  it  had  st^jpcsed  that 
the  expression  "and  other  points  in  the  states  r-amed"  '^s  a  part  of 
the  regular  form  for  Bureau  authorizations  for  travel. 

Ivlany  requests  for  information  are  received  from  branch  offices, 
especially  in  regard  to  record  of  cost  accounts  and  joint  expense 
accounts,  concerning  natters  which  are  fully  and  specifically  ex- 
plained in  various  Eureau  and  branch  office  ir^mcranda  or  in  the  numbers 
of  the  Inforoation  Circular  which  have  been  issued. 

It  is  requested  that  each  representative  in  charge  of  a  Project 
branch,  having  a  station  cn  any  of  the  leased  uirs  circuits  cf  this 
Bureau,  ascertain  'vYhether  iteml'c.  1  of  Infcms.ticn  Circular  I'c.  5, 
dated  December       ISIS,  in  regard  to  leased  wire  messages  for  local 
delivery,  has  been  read  and  understood  'by  all  telegraph  operators  and 
others  who  may  liave  anything  to  do  in  connection  '.^iti".  the  delivery  of 
local  messages.    The  fact  that  flagrant  errors  of  the  very  hind  -.-hich 
this  item  was  intended  to  prevent  have  recurred  since  its  issue,  sho'.7s 
that  it  va,s  given  no  attention  whatever  in  certain  of  the  branch 
offices. 

All  of  this  goes  to  show  that  Bureau  memoranda,  branch  office 
memoranda  and  the  Inf orrration  Circular  are  not  read  carefully  by  many 
of  our  officers  and  enploj-ees.     It  is  expected  that  the  Infcnraticn 
Circular  will  be  read  by  every  officer  and  enployee  of  the  B-:ireau  and 
it  is  suggested  tliat  the  responsible  officers  in  projects  and  branch 
offices  institute  some  routine  to  insure  that  this  is  done,  requiring - 
that  a  copy  cf  each  number  cf  the  Infomation  Circular  be  initialed 
by  each  member  of  the  force  to  show  that  it  has  been  read  and  is  under- 
stood.    The  same  officer  in  each  project  or  branch  office  should 
determine  to  what  other  officers  and  er^-^^loyees  each  Bureau  or  branch 
office  or  other  memorandun:  is  of  interest,  and  should  see  that  these 
memoranda  are  initialed  by  these  enplcyees  in  the  same  -.".ay.    ITo  officer 
or  en^jloyee  \¥ill  be  excused  on  the  score  of  ignorance  for  the  violation 
of  any  orders  or  instructions  which  have  been  issued  in  numbered  Bureau 
or  branch  office  m.emoranda  which  ray  pertain  to  his  ^/ork,  or  in  any 
number  of  the  Information  Circular. 

3  •     UTILIZATION  OF  STEN0CRAPH5P.S  FROM  5TEITQC-Pu\PHIC  PCOL. 

A  stenographic  pool  is  located  in  the  buildirig  at  1353  B  Street, 
S.Ti7.  ,  v;ith  branches  in  the  Bank  cf  Gom;r.erce  and  Savings  Building  at 
7th  and  S  Streets,  IT.W. ,  in  the  Legal  Building  at  Sth  and  G  Streets, 
H.T7. ,  and  in  the  I\fe,ther  Building  at  912  G  Street,  2T.T7.    All  officers 
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and  employaas  in  tha-t-e  'raildings  are  required  to  utilize  the  services 
of  the  stenographers  from  the  pool  v/henever  practicable  for  taking 
and  transcrihing  dictation.     This  does  not.  apply  to  the  preparation 
of  letters  vvhich  are  not  dictated,  to  the  filling  in  of  special  forms, 
etc.;   the  carbons  of  such  letters  or .  coirnvunications  should  not  hear 
the  initials  of  anyone  as  dictator.    A  weekly  report  from  the  Review- 
ing Section  shows  the  nimher  of  letters  dicta^ted  "by  each  dictator  to 
stenographers  from  the  pool  and  the  number  dictated  to  others.  Item 
17  of  Information  Circular  No.  12,  dated  Pebruary  h,  1919,  gave  a 
sumLnary  of  tliese  reports  "by  divisions  for  the  weeks  ending  J3.nuary  13 
and  January  25.     Por-the  '.7eek  ending  January  13  the  numher  diets- ted 
to  divisional  stenographers  exceeded  that  dictated  to  stenographers 
frcmi  the  pool.     During  the  week  of  January  25  the  reverse  was  tru-e, 
hut  the  showing  still  was  not  at  all  good.     There  is  given  herewith 
a  sim.ilar  surmary  of  the  report  for  the  weeks  ending  February  1  and 
February  S . 


Fehrmry  I 


Pool  S  ieno- 
graphers 


February  S 


Divisional 
stenogra- 
'phers 


Pool  steno-  Divisional 
graphers  stenogra- 
phers 


A  dm.  in  i  s  t  ra  t  i  ve 

55 

32 

,  70 

30 

L'larket  Surveys 

245 

9S 

176 

27 

Live  Stock  and  Meats  . 

5^ 

63 

99 

ife-rkst  Grades  and  Standards 

25 

65 

17 

City  Marketing 

12 

13 

lb 

Transportation 

33 

22 

23 

Cotton  Hai.dling  and  Ife-rketing  11 

26  • 

'  kz 

25 

•Cotton  Futures  Act 

2 

27 

29 

12 

Hitrate 

229 

Preservation  of  Friiits  etc. 

62 

r 

0 

63 

10 

Federal  Grain  Supervision 

69 

97 

53  - 

90 

Seed  Ivl?-rketing  Investigations 

16 

13 

36 

5 

Grain  3  ta^xdardi  zat  i on 

5 

3S 

25 

22 

Eural  Credit  Insurance  etc. 

12 

Foreign  I/iarketing 

40 

9 

2 

6 

r.5arket  Business  Practice 

-7 

i 

5 

3 

10 

TIarehouse  Investigations 

1 

2 

5 

I.Iarketing  Dairy  Products 

10 

66 

Ui 

23 

Cooperative  Piu-ch^sing 

lU 

and  Ilia rke ting 

Ik 

2 

5 

"War  Industries  Board  V.'ocl  Sec 

.49 

131 

5^4  ■ 

20 1 

Totals 

7S2 

929 

920  " 

1124 

Both  'veeks  show  a  surplns  of  letters  dictated  to  divisional 
stenographers  over  those  dictated  to  pool  stenographers.     In  som.e  sec- 
tions there  are  reasons  th^t  tend  to  justify  this  to  some  extent  ,  as 
in  the  Fitrate  Section  and  in  the  War  Industries  Board  T^ool  Section. 
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In  some  ef-.  tke  snaller  di-'lsicns  where  very  fe'-v  letters  are  dictated- 
it  is- possible  that,  it  ruight  not  "be  "worth  while  tc  call  stenogi^phers 
from  the  pool  to  take  only  one  letter  at  a  time.    The  larger  diTisicn?^, 
however,  -vhieh  have  no  special  reasons  for  not  utilizing  the  stenog- 
raphic P9cl  tc  its  f-ullesE  extent,  will  be  required,  hereafter,  to  give 
convincing  explariaticns  of  the-  reasons  for  using  divisior^l  stenog- 
raphers a 3' much  as  or  more  than  stenographers  from  the  pool.  Cases 
in  point- are  shown  in.  the  report  for 'the  week  ending  February  1  t>y 
the  figures  for  Federal  Grain  Sij^ie r vision,  Grain  Standardization,  and 
Ivlarketing  Tairy  Products.    In  the  report  for  the  week  ending  Febroaiy 
S,  Live  Stock  and  Meats,  City  riarketing,  Transportation,  and  Federal 
Grain  St^ervision  have  balances  in  the  ".vrcng  col"jmn. 

^.     PRIOR  AUTHOHITY  OF  SFCR5TARY  I-fJST  BE  QB1!i\i:TEr  TC  ATTSD 
IvQiSI'IlTC-S  OR  rSLI  VEE  ADDFJTSSFS . 

On  numerous  occasions  the  Bureau  ha.s  been  embarrassed  because 
requests  for  the  Secretary's  penr.ission  tc  attend  meetings  or  associa- 
tions, or  tc  deliver  addresses  or  lectures,  have  not  reached  the  Secre- 
tary's office  uiitil  after  the  date  of  the  meeting  concerned.  Paragraph 
92  of  the  Administrative  Regj^laticns  of  the  Departmient  specifies  that 
the  authority  of  the  Secretary  is  required  in  such  cases. 

As  a  result  of  several  recent  instances  of  the  nature  cited,  it 
v.as  necessary  for  the  Secretary's  office  to  bring  the  matter  to  the 
attention  of  the  Bureau  with  a  request  for  more  careful  observance  of 
the  regulations.     It  is  erphasic^ed,   therefore,  that  it  is  absolutely 
forbidden,  and  that  under  no  condition  must  any  officer  or  employee 
perform,  travel  to  attend  a  m.eeting  of  an  association  or  to  deliver  an 
address  or  lect^jre,  -until  he  knov.'s  that  the  Secretary's  authority 
therefor  has  been  obtained.    Projects  should  initiate  such  requests 
in  time  to  secure  the  necessary  permission  in  ths  regular  course  and 
where,  because  of  ura-vcidable  circomstances,  it  is  not 'possible  to  dc 
this,   they  should  handle  the  m.atter  as  "special",  and  fellow  it  vp  tc 
be  sure  the  permission  is  granted  before  leaving.     He  authorisation 
for  travel  for  such  purposes  is  approved  by  the  Chief  of  Biireau  -ontil 
the  Secretary' s  permission  has  besn  obtained. 

Further,  notice  is  hereby  given,   that  if  such  a  request  reaches 
the  office  of  the  Chief  of  Bureau  too  late  to  be  signed  and  fcr-'S-rded 
to  th3  office  of  the  Secretary  in  time  tc  allow  its  consideration  in 
that  office  prior  to  the  date  of  the  meeting  concerned,   it  will  be 
disapproved  by  the  Chief  of  Bureau  without  submittal  to  the  Secretary. 

5  •     THE  STE.IULITIITG  APPROPRIATIOl^T  AITD  MSII  FOR  TEd: 
SEFSSRED  CIA-SSIFICATIGAT  TAS  PJ}CUESTSD. 

An  item  in  the  "Stimulating  Agricul t^jre"  Act  prohibits  the 
payment  of  salaries  or  expenses  from  that  appropriation  to  men  in  the 
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Department  of  Agricolture  for  whom  deferred  "class'ificat ion  was  re-  - 
q,iiested  hy  the  Departntent'.  -  This  is  "being  interpreted  as  applying  to 
men  for  vi/hom  affidavits  of  necessity  vjere  filed  v;ith  the  local  draft 
hoards  oy  the  Department,  regardless  of  ^vhether  the  claims  were- al- 
lov/ed  or  rejected  by  the  "boards.    This  "became  effective  with  November 
21,  191s.    ITo  appointmients  nor  letters  of  authorization  should  be  /  . 
req.uested  on  this  fund  for  men  for  vvhom  deferred 'classification  has---'' 
been  requested.^  ■    .;  "  ,  ;     .  - 

6,  BPlITGH  OFFICE  PAT  ROLLS.'"     '"';.•  ..  ,  .  • 

Pay  checks  for  all  branch  offices  are  iraiied  fromx  the  Disbursing 
Office  of  the  Department  directly  to  all  points,  outside  of  T7ashingtcn. 
Checks  for  all-  the  -employees  whose  nam^es  appear  on  any  one  pay.  roll, 
Voucher  Form.  2,  .are  to  be  irailed  to  the  employee  whose  name  appears 
first  on  the  voucher;.     In' order  to  expedite  the  delivery  of  pay  checks 
one  of  our  joint  "branch  offices  has  adopted  the. p.lan  of  placing  the 
name  of  the  head  clerk  first  on  the 'pay  roll.     It  is  believed  this 
v;ill  tend  toward  facilitating  the  delivery  of  checks,  and  the  sugges- 
tion is  irade  that  this  arrangement  be  put  into  operation  at  all  joint 
branch  offices  .of  the  Bureau,  i.e.,  that  the-  name  of  the  representa- 
tive in  charge  of  the  .pro:iect  branch,  of .  the  -chairman  of  the  operating 
committee  in  a  joint  .Qff ice,-  or  of  the  head  clerk  in  any  office,  be 
placed  first  on ,  the -:]5ay '-roll ,  so  that  the  head  clerk 'nay  have  an  oppor- 
tunity to  make  the  p-pop'er  entries'  on  tlie  records,-  •-  '.-. 

7.  REQ.UISITIONS  FROM  JOIITT- BMITCH' OFFICES.  -  •    '  '  ' 

Some  confusion  has  been  caused, in  the  T/ashington  offices  of 
various  projects  on  account -of  joint  branch  ^office  requisitions  being 
made  upon  one  project  for  materials,  supplies,  blanks  or  formis  intended 
for  the  exclusive^,  use  of  some  other  project.     Such  i t em. s.  should  be  " 
ordered  from  the  Washington  office  of  the  project'"' interested  —  never 
on  a  joint  requisition.     On  the  other  hand,  nothing  should  be  ordered 
on  a  joint  requisition  and  charged  a^.inst  -  joint  office  accounts  ex- 
cept such  articles- -as 'are  obtained  f  or  joint  use.' - 

S.    ACCOUNT  ^TUMBEBS  OF  ORDERS  PIT  ADDPJSSSIHG  AlTD  DIPLICATIITG  SECTION". 

Because  various -Divisions  consist  of  m.ore  ,  than  one  project  each, 
with  different  accounts  and  acco-ont  numbers  for  each  project,  it  is 
not  sufficient  to  put  the  name  of  the  Division  only  on  the  blue  card 
orders  for  ^vork  to  be  done  by  the  Addressing  and  . Duplicating  Section. 
All  such  orders  should  - contaih  the  number  of  the  account  against  which- 
the  cost  of  the  work  is  to.^be  charged.  '-;  " 

9-     FILING  COmpsiCTIAL  MIL-.  -.-■--'-'■'. 

Hareafter,  any  mail  t'o  be  placed  in  the  confidential  files 
should  have  marked  x:^on  it  the  name  of  the.  person,  or  persons  by  whom 
it  nay  be  withdra-.vn  foj-  examitia'-tion.     Other  than  those  so-  designated, 
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no  irail  from  ths  confidential  files  may  "be  examined  157  any  one  except 
the  Chief  of  3-ureau  or  a  personal  representative  of  the  Chief  acting 
under  his  specific  instructions. 

10.  KEMENQE  SLIPS  AM)  SPECIAL  SLIPS. 

•  The  Bureau  reference  slip,  3.M.26,  is  frequently  misused.  These 
slips  '<vere  designed  as  a  matter  of  convenience  and  economy.    Many  per- 
sons use  then,  however,  merely  to  write  notes  or  comments  in  the  space 
at  the  bottom  concerning  the  papers  to  which  they  are  attached.  This 
is  wasteful,  as  B.M.26  should  he  used  only  when  its  purpose  can  "be 
fulfilled  "by  writing  vpon  it  the  date  and  the  name  or  initials  of  the 
person  to  whom  referred,  and  "by  checking  the  action  desired.  The 
space"-at  the  "bottom,  on  early  issues  of  this  slip,  vsas  for  any  words 
of  com.ment  necessary  .'to  siroplem.ent  the  check  for  action  desired.  Later 
issues  of  the  form  do  not  have  this  space.    TThere  the  messa^ge  car^nct 
"be  conveyed  "by  checking  the  action  desired,  a. plain  piece  of  paper 
such  as.  is  furnished  in  memiO  pad  form,  or  other  scratch  material, 
should  "be  used.  '  . 

lai-  increasing  misuse  of  the  pink  "Special"  slips  also  is  r.oted- 
"Spscial"  slips  are  for  use  only  where  a  real  necessity-  for  imusral 
action  or  irrmediate"a;ttention  exists'.    To  use  them  otherwise  is  to 
a"buse  -the  idea  f or  whic'n  the;/  are  designed  and  to  lessen  the  re^rd 
paid  to  all  of  ..them,   thus  v/orking  "harm  vrhere  real  need  for  special  at- 
tention exists.     It  is  noted  also  that  "Special"  slips  are  used  general-' 
ly  without  "being  initialed  "by  the  person  by  whom  attached.     It  is  im- 
portant to  know  who  is  naking  the  statement  that  a  natter  is  "Special", 
Slips  v/ithout  initials,  therefore,  will  be  disregarded  hareafter. 
Initialed  slips  also  should  be  dated  to'  prevent  tneir  inadvertent  reuse 
on  any  papers  ofner  than  those  for  v/hich  they  were  origir^ally  initialed. 

11.  •  IMyEDIAW  BELIEF  ASSQCIATIOK. 

•    It  is  believed  that  attention  should  be  called  to  the  purposes 
and  benefits  of  the' Immediate  Relief  Association  of  the  Department  of 
Agriculture.  .The  object  of  this  Association  is  to  extend  immediate 
relief  to  the  family  or  friends  of  a  deceased  member.    All  benefits  are 
paid  to  such  person  as' the  mem.ber  shall,  in  \vriting,  direct.    All  per-  " 
sons  not  over  50  years  of  age  regularly  eig>loyed  in  the  Department  of 
Agriculture,  and  stationed  in  "SVashington  or  its  immediate  vicinity  at 
the  time  of  application  for  membership,  are  eligible  for  membership  in 
the  Association.    Applications  for  membersMp  must  be  accompanied  by 
a  certificate  signed  by  at  least  two  ms^nbers  who  are  personally  ac- 
q-oainted  with -the  applicant,  to  the-  effect  that  the  candidate  for  ad- 
mission is  apparently  in  good  health  and  h^s  not  been  incapacitated 
from  the  performance  of  official  duty  at  any  tim.e  during  the  period  or 
sixty  days  immediately  preceding  the  date  of  application.  Temccrary 
absence  fromi  duty  shall  not  be  considered  when  covered  by  a  physician' s 
certificate  stating  that  such  absence  was  in  consequence  of  causes  not 
prejudicial  to  good  health. 
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A  record  kept  "b^  one  memlDer  of  the  Association  shows  that 
since  Jvly  5j  19^2,   there  have  oeen  onlv  32  assessments  of  $1  each, 
"which  is  at  the  rate  of  less  than  $5-00  per  annjjm.    Upon  the  death 
of  a  memher  in  good  standing  a  sum  eqmlling  the  aggregate  of  5C^^  for 
each  and  every  paid-up  mem'ber  on  the  roll  at  that  time  (less  not  to 
exceed  $15.00  of  each  assessment  retained  for  use  in  defraying  the 
necessary  expenses)  ,  "but  not  exceeding  the  sum  of  $250.00,  is  paid 
to  the  designated  "beneficiary  of  the  deceased-    As  a  natter  of  fact, 
tlie  history'"  of  this  Association  has  "been  such  that  the  full  amount 
of  $250  has  heen  paid  ■'jpon  each  death  with  an  assessment  of  only 
33~l/37''  "ipcn  each  memher.     In  other  v/ords,  the  mem'bership  has  heen 
such  that  an  assessmxent  of  $1.00  is  made  after  every  third  death. 

Enployees  of  the  Department  are  encouraged  to  "becom:e  m;em.'bers 
of  this  Association  since  it  provides  aut erratically  for  imm.ediate 
relief  of  the  famdlies  of  deceased  m.emhers  and  o'oviates  the  necessity 
for  personal  contri"butions ,   savoring  of  charity,  from,  friends  and 
associates  in  emergency  cases. 

12.    IVL4MET  IIETS  ESP  PET  S ,  ETC-,  i\CFST  SHOV:  PLACE  OF  nULim.' 

At  a  conference  held  recently  with  regard  to  handling  req.u3Sts 
for  remiovals  from  mailing  lists,  and  simdlar  matters,  it  v/as  -uhanimiOus- 
ly  agreed  "by  the  project  representatives  and  others  present  that  every 
market  news  report  or  other  circular  comimmiication  sent  out  "by  the 
Burear,  cr  any  of  its  "branch  offices  should  show  the  exact  place  cf 
nailing  and  the  namie  of  the  project  mailing  it,  in  order  that  the 
person  or  firm  to  which  it  is  addressed  may  "be  a"ble  to  determine  the 
office  from,  which  they  are  recei\dng  such  matter,  for  the  purpose  -of 
direct  notification  of  change  in  address,  removal  of  their  namies  from 
mailing  lists,  or  commmicating  otherwise  with  that  office. 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
BUREAU  OF  MARKETS 
WASHINGTON,  D.  C. 


roOFmTION  CIRCUMR  NO.   1^,  .,^^oa£Agrioiilto8 
February  2S,  I919.   


BUimU  STOCK  LIST 

Tiiars  is  given  herewith  a  list  of  the  articles  and  supplies  kept 
in  stock  in  the  Section  of  Srcpplies  and  Accounts.     Mhsn  any  supplies  of 
the  kinds  indicated  are  requested,   the  order  should  show  the  serial  numl^er 
given  below  for  the  article  or  rraterial  desired.    All  stock  requisitions 
should  come  from  or  through  the  offices  in  "lYashington  and  should  he  me^ie 
in  duplicate,   the  original  on  the  pink  sheet  and  the  carbon  on  green. 

It  should  be  born  in  mind  that  it  is  highly  improbable  that  all 
of  the  items  sho'^pm  in  the  list  ^vill  ever  be  needed  in  anj-  one  office. 
Only  those  articles  actually  needed  should  be  requested.     Certain  items 
are  needed  in  all  offices,  while  others  are  required  only  by  a  certain 
project.    Requisitions  for  supplies  should  be  nade  accordingly.     It  should 
be  remembered  that  practically  all  these  articles  are  purchased  in  large 
quantities  -under  contract,  at  prices  considerably  lower  than  could  be 
secured  in  the  open  narket  in  small  lots.    Therefore  these,  and  generally 
other  supplies  not  listed,  when  needed,  should  be  ordered  from  V'ashington, 
unless  som^e  ujiforeseen  em.ergency  makes  this  impracticable,  and  except  when 
some  unforeseen  em.erg3ncy  makes  this  irapra.cticable ,  and  except  xvhen  the 
fragile  natrxe,  weight  or  bulk  of  an  article  makes  it  impracticable  or 
too  expensive  to  ship  it. 

Following  the  stock  list,  on  pages  10  3/nd  11,  are  lists  of  ninnbared 
Bureau  and  Department  forms,  a  s-upply  of  each  of  which  is  kept  on  hand  by 
the  Property  Clerk.    These  may  be  ordered  by  Tiam.e  and  nuunber.     On  pa.ge  12 
is  a  list  of  forms  carried  in  the  Burea^u  library. 

Bureau 

Item  Ho.  Article  Unit 

1.  Alcohol,  denatij.red  (in  b-alk,  send  container)  gal, 

2.  /immonia  water  bottle  (U-lbJ 

3.  Bands,  rubber.  No.  15  box  (l/S  lb.) 
U.           "             "        No.  IS  " 

5.  "  "      -No.  30  " 

6.  "  "      "  No.  32  " 

7.  "  "        No.  So 

S.  Baskets,  desk,  wire  .each 

9.  "  mste,  fiber  " 

10.  Binders,  grip,  letter  size . (#^0-S)  .  " 

11.  "  string,  bulletin  size        ■      '      •  " 

12.  "  string,  letter  size  " 

13.  Blotter  holders,  rocker,  small  size  n 
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15. 

iS. 

"i  -7 
I  ■ 

18. 

19- 
20. 
21. 
22. 

23. 
2U. 

25. 
26. 

27. 
28. 
29. 


Blotter  holders,  rocker,  large. size 
Board,  l^ristol,  lOO-lt.  ■ 
"  120-lb. 
"  llJO-lb. 
m3morand-am,  8-3/^  2c  5-3 A>  ^'^^  indexed,  record 


It 


Books , 
It 


n 
"ir 
tt 
tf 

T! 


CO'-'V 


pres 

ste-iographsr'  s  note 
Bottles,  water  cooler,  J)-ga.l. 
Bottles,  water  cooler,  ^-gjal. 
Brooms,  floor,  straw 
Brooms, 


5-  3/4  z.  5-3/ 'J  indexed,  .joirrnal 

6-  1/4  X  3-3 A,  "■'0^  indexed,  .journal 
6- 1/4  X  3-3 A,  indexed,  record 
5-1/4x2-3/^,.  rxot  indexed,  Journal 
5-l/U  X  2-3/4,  indexed,  jcumal 
10  X  12  . 


each 

Sii  -  e* 
n 

II 

each 
tf 

n 

TJ 
t« 

Tt 

n 
n 
•I 

ti 
n 
n 


30. 

3ra.3hes, 

dr.s  tpdn 

II 

31. 

!I 

floor. 

hair 

push,  l4"  • 

It 

32. 

I) 

II 

It 

"  IS" 

II 

33. 

II 

TT-'jiiilage , 

(le,r.ge  and  srall) 

n 

34. 

II 

paste, 

1" 

II 

35- 

It 

1! 

2" 

n 

36. 

II 

scruTDtiiig 

n 

37. 

It 

cl 

eani 

ng  (bone  handle) 

n 

3S. 

It 

t;)'pe"\rri 

te 

r 

(v^rooden  handle) 

n 

39. 

Bucket  s , 

gal van 1 

d 

iron,  l4-q.uart 

n 

I40. 

Calendar  pads,  "Bnjnch  of  Bates" 

n 

41. 

tt 

!!  II 

Ge 

n 

42. 

!l 

s  tandG , 

n 

C-en" 

n 

^3. 

Cards, 

aide,  3 

X 

5, 

Tilain.  l/2-ev.t 

buff 

44. 

tt 

1! 

It 

"  1/3-cut, 

blue 

4h. 

II 

11 

II 

It        It  1? 

buff 

V. 

It 

11 

tl 

II        If  II 

•  * 

II 

^7. 

It 

It 

Tl 

.   "  1/5-cut, 

buff 

n 

Us. 

ti 

It 

II 

al-.^hahetical,  25 

-sub  5 

.ivisions 

set 

U9. 

u 

tl 

II 

50 

It 

Tt 

50. 

11 

tl 

tt 

!l 

II 

51. 

It 

11 

!! 

"  ICC 

11 

n 

52. 

11 

It 

II 

states 

53- 

t! 

"  4 

plain,  1/2- cut. 

cuff 

Tk=" 

5^. 

II 

If 

II 

buff 

tl 

55. 

II 

It 

II 

"  1/5-cv.t, 

b-cifi 

Y« 

11 

It 

11 

alT)habetical,  25 

-subd 

i^u.  si  ons 

set 

57. 

tt 

tl 

f) 

75 

II 

5S. 

II  ■ 

It 

II 

states 

n 

59. 
60. 

11 
II 

5 

II 

X 
It 

plain,  1/3 -cut, 

ft                   If  !l 

blue 
buff 

pkg 

n 

61. 

t; 

If 

1! 

It                   II  II 

salruO 

n 

62. 

II 

tl 

tt 

'I          T  /r;  .,.,0. 

tl 

6^:, 

II 
!l 

tr 
It 

tt 
It 

alphabe  t  ical ,  2  5 

"    .  75 

-  s^j.  b  di  V  i  s  1  on  3 

set 
It 

flGC 


zc  a 


-  J  ~ 


Oaras , 

index,  3  ^  5^  white 

:,  plain 

CO  . 

tr 

1; 

n  ti 

ruled 

by. 

If 

[J 

"     -  salmon ,  plain 

Do  • 

ti 

(t 

U  X  b,  vjhite 

plain 

n 

li 

11  1! 

i-aled 

70  - 

u  ^ 

11 

"        salmon,  plain 

It 

il 

>  X  3,  Will  to 

; ,  p la in 

72- 

11 

It 

3  X  0,  white 

ruled    -  . 

73- 

u 

II 

"        salmon,  plain 

Chalk, 

vii  it- 

3  ( crayons) 

Chloride  of 

7b. 

cloth 

Clips, 

hoar 

d,  letter  size 

(wood  wioh  metal  - 

78.  _ 

It 

cax)  size 

ft                 TT  \\ 

79- 

IT 

pap  5 

r,  G3^#l  _ 

(100  to  a  hox) 

SO . 

II 

II 

Ideal  ^=1 

(12  to  a  oox; 

81 . 

IT 

11 

"  #2 

(9O  to  a  box; 

82. 

II 

11 

hinder,  L.S. 

B.  or  Apsco,  1-1/i 

S3- 

Cloths 

,  Copying 

5'+. 

Cots,  : 

Finger,  #11 

35. 

It 

It 

#lli 

00. 

II. 

It 

((  iC. 

11 

n 

J'--.-T 
if  J.  J) 

Covers 

,  rescript 

39. 

Crajon 

s, 

rid-ng,  "blue 

90. 

Clips, 

dririMiig,  ps-per 

(100  tc  a  tuhs) 

91, 

11 

spcnge 

92. 

Cuspid 

.ors 

93- 

--  DiTstpa 

ns 

94. 

Eiivslopa  Op 

eners 

95- 

Envslopas, 

3i^S 

Enan  i  la ,  f  raruie  d 

96. 

II 

11 

"  liisssenger 

97- 

n 

It 

•white,  pla,in 

98. 

II 

11 

"  irariked 

99- 

II 

3-7/8  X  S-7/S 

j-OO . 

II 

It 

"      ret-om  Chi; 

101 . 

II 

•I 

.•■  Secretary 

102. 

It 

U-l/S  X  9-1/2 

roaniia,  plain 

103- 

II 

It 

"  franked 

10  4-. 

II 

II 

"  rr.essenger 

105  . 

II 

ti 

v;h  i  t  e ,     f  rarJte  d 

lOo. 

w 

T! 

"  Secretary!' 

107. 

n 

4-1/2  X  10-3/8 

iiia.n  i  1  a ,  f  ranke  d 

108. 

II 

6-1/2  X  10-1/2 

109 . 

It 

II 

"  irarikod 

j-lO . 

n 

II 

whi  te  " 

Ill 
111 . 

It 

3-1/8  X  11-1/2 

It  II 

112. 

11 

3-1/2  X  12 

ni5,n  i  la ,  plain 

113. 

H 

ti 

"  frariked 

llU. 

It 

10  X  111 

"  plain 

115. 

It 

It 

rope,  frs/nked 

pkg. 

-  !I 
It 
Tt 

;i 

II " 
tt 
It 
It 

gross 
■  can 

■;,-p  -^A 

each 
II 

"box 
II 

II 

It 

dos. 

IT 
•I 
l! 
II 

each 
II 

tuhe 

each 
11 

It 

It 

100 

I! 


I! 

n 
11 

1! 

ft 
»i 

;i 
11 
IT 
It 
It 
II 

It 
!I 
II 
It 
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116. 
117. 
lis. 
119. 
120. 
121. 
122. 
123. 
12U. 
125. 
126. 
127. 
12s. 
129. 
130. 

131. 
132. 

133. 
13^. 

135. 
136. 

137. 
13s. 

139. 
lUo. 
ihi. 

IU3. 

ikh. 
1U5. 
1U6. 

1^7. 
Iks. 
1U9. 
15c. 

151. 

152. 

153- 
13k. 

155. 
156. 

157. 
15s. 
159. 
160. 
iSi. 
162. 
163. 
16U. 
165. 
166. 


kraft,  frarksd 
sanila,  plain 


EnvslOTDes,  10  x  I5 
"  '        12  X  18 
Eradicator,  ink 
Erasers,  "blackboard 

rubbsr,  art gum 
"  pencil 
typavvritsr  (disc,  '.vitli  trusli) 
steel 

Exterminator,-  insect,  paste 
Eyelets,  Challenge  #1  ^ 


#2 


"         TriraiDh,  C2 

Easteners,  paper,  ro-undhead,  1/2" 
I!  II  II 

M  11  !T  2" 

Files,  "box,  letter  size,  Phoenix 

"        "      for  J  X  E  cards  (pas te'board) 
"      parriphlet  (red  "boxes) 

Fillers,  foiza tain  pen 

Films,  photographic,  3-1/^^  S-expcs-ore 
Folders,  rnanila,  letter  size,  l/2-cut  (100  to  "box) 

"  "      sq.mre  cat 

1/2- cut 
square  cut 

nearleather,  expansion  envelopes,  letter 


If 
ti 
It 
II 
n 
tr 


cap  size 

!I  II 


II 
II 

ti 


11 

n 


II 


pocicets 
It 


cap 

letter 


C-l- 


(l/2-pint  cans) 
Handles,  Mop 
Holders,  Drinking  cup 
Hooks,  Picture  moulding 

Index  tabs,  gummed  strips,   ( Smith' s  #125-1/2) 
Ink:,  drawing,  black,  3/^  "2.  bottles 
green      "      "  " 
Vermillion  " 


II 

ti 

"  violet 
numb  3  r  ing  ma.  ch  ine 
stamp  pad,  black 

"      "  red 
vvr  i  t  ing ,  b  la  ck ,  qua  r  t  s 


"  ^-oz.  (v;ith  fountai:-;  pen 
red,  pints 


.ler) 


ICO 
II 

set 

each 
n 

n 

n 

n 

fi 

box 
It 

n 
n 
n 
II 
II 

each 

I! 

n 
II 
n 

box 
II 

n 
n 


ea 
n 

n 


each 

n 
<i 


p'HIg.  (1 


tl 

IT 

n 
n 


Inkstand  sets 

each 

Inkstands,  automatic,  #51, 

black 

n 

"                 "  #51 

red 

n 

#57!. 

black  (for  set) 

n 

#57. 

red  (for  set) 

IT 

Labels,  gummed,  Dentiison' s 

#201 

"box 

"               ".  II 

#212 

n 

.-  9  - 


167.  Labels,  gurnmad,  Dennison' s  #219  "box 

16s.  "             "               "  ■•  #223 

169.  "  ■    "               "  #225  " 

170.  "  "                       "    ■        ■    .    ^22g  :      ■  " 

171.  -  "         "  .        "    .     #261  •  " 

172.  "  "          "    •    ■■  #1003  .  .     "  " 

173.  "  "          "  .     ■  #2007  ■  " 

1711-.  Lamps,  electric,  ^-JC-watt,  110- volt  each 

175.  "        .  .  60-watt,  ■     "  ■■  ■  " 

176.  "     .  .      "    ..     lOO-watt,      "  .  . 

177.  "  ".      ■   150-vvatt,      "  " 
17s.  "  '          "           50-^.vatt,  220- volt    ■  " 
179.  Machines,  paper  fastening,  Eotchkiss  #1                          .      "  ' 
ISO.  "            pone 11  sharpening,  Boston  $1.50  Eodel  " 
"ISl.  extra  cutting  v/heels  for  itein  #1S0  pair 
1S2.  i^Iatches,   safetr           (12  "boxes  to  pkg.)  -  pkg. 
133-  Mats,  cusp i lor,  rubber  each 

-  Mimeograph  S^pplies  - 

ISU..  Briashes,  artist,  #S  _  each 

155.  Brushes,-  dernax  '  " 

156.  '  Cloth  pads  ■  dos. 

157.  BexTrax  "  bottle 
Igg.  Ink,  A.B;  Lick  #767             .  cezi.  (l-lb) 
IS9.  Stencils,  A.E.  Dick  #86o,  5-1/2  x  13  quire 
190.  Stencils,  A. 3.  Bick7>S6l,  S-l/2  x  lU  " 

191-  Stoppers,  rubber,  one-hole  .  each 

192.  Tarnish  .        '                       '  bottle 
193-  Mops,  cuspidor  ea.ch 
I9U.  oil  :                                                                           .  " 

195.  "     "   scn-bbing  " 

196.  Mucilage  (quarts)  bottle 
197 •  Mucilage  receptacles  (with  brush)        '  •           -          '     .  each 

193,  Oil,  furniti:ire  and  floor  can 

199.  Oil,  t^^ewriter  bottle 

200.  Oilers,   tjTpe'vvriter  .  ■"  •  each 

201.  Pads,  chair  (non- shine)  ■     .  " 

202.  "        desk,  flexible  •         ■  " 

203.  "  ■  numbering  rrachine  ■  .  ■  " 
20U.  "        rubber  stamo.  black,  #1  (small)  " 

205.  "  "          "  "       #2  (large:     •  n  ■ 

206.  "  "         «        red,      #1  (snail)  " 

207.  "  "  .   -     "  #2  (large) 

208.  Paper,  blcttn-ng,  for  small  rocker  holders  100 

209.  "  "               "     large      "  "  '  " 

210.  ■'  "        .     19  X  24",  green  (for  pads)  ■  sheet 

211.  "  "              "  "  white  (for  blotting)  " 

212.  "  carbon,  S  x  10-1/2"  '    -  bc:c 

213.  "  "  S  X  12-1/2"  " 
21U.  "             "          16  X  21  " 

215.  "  co.rp-ating  machine,  2-5/l6"  roll 

216.  "  "  "  3-15/32"  .  " 


« 
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217. 

21g. 
215. 
220. 
221. 
222. 
223, 

225. 
226. 
227. 
22s. 
223. 
230. 
231. 
232. 

233. 
23!+. 
235. 
236. 

237. 
23s. 

239. 
2^10. 
2U1. 
2U2. 
2U3. 
2kk. 
245. 
2U6. 

2U7. 
2kS. 
2U9. 
250. 
251. 
252. 

253. 
25U. 

255. 
256. 

257. 
258. 
259. 
260. 
261. 
262. 

263. 
26U. 
265. 
266. 
267. 


Pa-D3r,  cross-section,  5  ^  ^,  Ic  21 
"  "  ^     22  X  34 

"  S  X  8,   16  X  21 

"  "        22  X  3^ 

letterhead,  Washington  use,  Sx7"  regular  -.rt 

"  "      3xl0|-  " 


ti 
It 
II 
n 
n 
II 
It 
It 
It 
it 
It 
It 
n 
ti 
It 
It 
II 
II 
It 
II 
It 
It 
II 
n 
If 
It 
u 
II 
II 
It 

I! 
II 
II 

It 


It 
ti 
IT 
IT 
It 
It 


field  -035 


"      .tliin  weight 
oxl24-  reg.wt. 
"  regular  rrt. 


mimeogra-Dh  8  x  loi 
"  ~     8  X  12| 
8  X  15 
toilet,  oval  rolls 

"        romd  " 
type' 


8  X  I'Di"  reg. 
"  thin  wt. 


pewriter,  nanila,  S  x  10^  (for  c 
"  colored  "cond,  8  x  IC^, 


II 

TT 
TI 

ft 
II 
!T 
TT 
It 
II 
It 
IT 
TI 
IT 
IT 

'.Trapping, 
11 


II 
II 

TT 

.  II 
It 
II 

Vviiite 
II 

ft 

IT 

IT 
It 
It 
II 


n 
It 
n 

TT 

n 
It 
?i 
II 
It 
It 


ti 
It 

IT 

n 
It 
n 
n 

X 
tt 


carbons) 
canary 
golden  rod 
gra7 
green 
oriental 
pink: 
•orirxose 


12i 


n^-nifold,  3  x  l^-g 
It  n 


3.rg.  ruled 


irarg.  rolled 


IT 

kraft 


io  X 


21 


2k  x'3S, 
36  X  Uo,  kraft 
i+O  X  U8,  eiqjress  drab 
(no  cliaree) 


snest 
It 

n 

TT 

ream 
It 

It 

TI 

n 
ff 

It 
n 

TT 
!T 


'''C 11 


reac 

fT 

rt 
n 

TT 

TT 

n 

IT 

M 

IT 
tl 
It 

n 

V 

t* 

IT 
IT 


Paper  Pads,  scratch,  small 

"         rnedi-um  " 
writing,  plain,  3x5, 

It  n  ' 


It 
II 
It 

I! 
M 
II 
II 
II 
t? 


II 

n 
n 
tt 
It 
It 
It 
It 
It 


wm  t»e 
carjxr: 


X  6. 

II 


S  X  IC 


,  1 


whi  to 
canary 
white 
"  "  ca-aary 

raled,  3  ^  ^,  'vhite 


Paste,  library,  b-os,  jars 
"  "  ci-uart  ja-rs 

Patches,  g-urnmed  cloth,  rc-und 
Pencil  holders 
Pencils,  copying  (indelible) 


8  X  1C4.-,  T.-hit3 


for  loose  leaves 


arawing. 


q-aare 

IT 

each 

Tt 
TT 
It 

V 

n 
tt 
II 
ft 

IT 


COX 

eaci 
dor. 
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26s. 

P  anci  1  s ,  draTving 

,  6H 

doz. 

?!                       ■  !t 

Eagle 

drafui:.ig        ■--   ^'  ^' 

'i 

27c.- 

glass  writing, 

blue  ■' 

11..' 

271-. 

"         marlring.  blue 

272.  - 

n       ,  If 

r-ad 

■  .11  • 

273.  -. 

27  U,' 

"          stjnographar'  3 
"         writing  #2 

■ .  -V'' 

275. 

ft  IT 

.  " 

276. 

P jrJioldars,  -cox-k  tip^  .- 

,  v 

277.  ■ 

"           ;  ruTalDar  tip 

-  1.1 

27s; 

•-  hard 

rubber 

279: 

P  anracks ,  glas  s 

« 

s  #123  (Al)  prpfassioual 

1! 

230. 

Pins,   st.33i,  Es tjr"brooji:' 

gross 

2S1. 

tf  IT 

#0!4-3  falcon 

-  I! 

282. 

1!  V 

;i 

-^^135  double  elastic 

■  -  K 

233  - 

2S-^. 

!t  r 

!I 

#239  chancGllcr  ■        ■  ' 

-  ,!T 

!1 

^'■313  probate  '      •  ■ 

■■  "  .tt 

2S5. 

7T  T! 

Tl 

i;^31^  relief  '               '  ■ 

■II- 

236. 

ir  Ti 

II 

#4-42  Jackson  stubs 

II 

2S7.. 

t1  TI 

IT 

#656  round  point 

-!I 

2SS. 

I? 

#733  cml  point 

239. 

P  iiis    ( p  yranl  ds  )• 

pyranii 

290. 

"  -  p-as:i 

dos. 

291. 

Fr"ct3Gtox's,  pancil  point 

II 

292. 

Sa,  ck 3 ,  rabl:  3 r  s  tarip ,  5 
"             "             "  12" 

s  trip  s        •  - 

each 

293- 

!I  - 

u 

29^. 

Ribcc:-^s ,  adding 

rra  chine, 

Burroug^as,:  black  record  . 

It 

295. 

'  1? 

Talton,  black  and  red  record 

n 

296. 

E  ibb  0116 ,  Tjp-y^-;rt 

tor,  Ocrona,          black  record 

IT 

237. 

?i  it 

"              blue  copy 

TI 

293. 

"L,.G 

.  Sniit'n    black  record 

TI 

299. 

Tr  i; 

^'           black  copy  blue 

'I 

300. 

ri  !) 

"            black  5;  blue 

I' 

301. 

ti  It 

"           black  &,  r  ed  roc. 

II 

r?  IT 

Mcr^arch         black  racord  ' 

I! 

303. 

II  V 

"              black  copy  biiie 

11 

30^. 

!I  I? 

Eaming-aoii     black  racer d 

II 

305. 

II  TI 

"   ^        ■   blacZ'"  copy' blue 

fl 

306. 

II  If 

Hcyai  "           black  r  a  cord 

II 

307. 

11  11 

I! 

black  copy  blue 

I! 

30s. 

II  Ti- 

Uiidarvyood     black  record 

■I 

309. 

ll  H 

II 

biaiik  -copy  blue 

!1 

310. 

II  IT 

If 

black  rc;c.  L  blue  c. 

li 

311. 

'!  II 

;r 

black  .a^id  red  record 

I? 

312. 

HllL 3 r 3 ,  n;.b b 3 r . 

13" 

II 

313  < 

"     '  'vcodon, 

12" 

11 

31^. 

ti  ;i 

13" 

I( 

315. 

Shears,  5" 

^ac'i 

316. 

II          20 " 

TI 

317. 

Bhielis.  srasing,  steal 

II 

312-  Shoes,  chair,  glass  cottom      ('4  t--;  a  set)  32t 

3IQ.  Soap,  Inand  (Ivory)  ••  cake 

32c.  Soap,   la-undr^'-  (brcivn)  " 

321.  Soap,  liq-aid  (in  13-0115:,  sand  container)  gal. 

322.  Soap,  scoijxing  (Bon  /imi)  cake 

323.  ■  Soap  past 3  (Flash)  can 
32^-.  Soap  powdar  (in  "oTulk)  .  l"b.  ' 

325.  Sponges    (for  c-j5)s)  each 

326.  Stamps,  dating,  revolving,  4- hand,'  rubier  " 

327.  Staples,  for  paper  fastening  macliines,  Acme  #1  hex  (7CCC) 
32s.  ,        "           "        "           "                  "  "      #2  "  (5CX) 

329.  "       ^  "           "                  "  Hctchkiss  "  (5C0) 

330.  "  "        "           "                  "  Midget  A 

331.  "  M        tt           ,,                  t.  '=        B  "    ■  (5c::) 

332.  Strawboard,  corrugated,  3^x35  sheet 
333-  Supports,  book  ••  each 

334.  TackE,  carpet  P^- 

335.  Tacks, 'thumb,  3/S"   .  dcs. 

336.  -Tacks,  th-omt,  1/2"  "  •  " 
337-  ^ags.  ship-oing.  -linen,  plain  ICC 

•     338-  "           "  "  frarA^ed 

333-  Tepe,  g-iEined,  paper,   trans;[:arent ,  5/2"  roll 

3^0.  "  '        "           "        brov.--.^,  2",  sec  feet  zc  roll  " 

3^1-  "           "        linjn,   s-access  binder  " 

3^2.  "      red  sp-col 

3^3.  ToT.-els,  cloth.  13  X  lo.  sanitar:-'  knit  drz. 

'^hk.  "          "         12  X  36  ." 

3^+5  •  •  "         paper,  rolls  roll 

3^6.  "                     folded  tJkg. 

3^7.  Tubes,  uailing,  1"  diam.  21"  long  ■  ^ch 

^Ij.g  ^  II           II           2"      "      pli"    "  " 

3U9.  "         "         3"     "     36"    "  " 

350.  T-unibiers,  glass  " 

351-  T-Yine,  cotton  call 

352.  "       henip                                   ■  -  "  ■ 

353-  "  jute 

35'4.  Tj'pe^vriter  cushion  feet  s^z 

355-  Typewriter  key  cushions  ^ 

35 6.  Wax,  floor  ^an 

357-  "      sealing  sticl-- 

:>3B.  Weights,  pa,per,  glass  ?-ach 

355-  -Wire,  picture  (25  yards  to  pkg.)  phgl 

361. 

362.  •                                 .  • 
363. 

565. 
36S. 

367.  • 


-  3- 


36s. 

370. 

571. 
372. 

373. 
37^^. 
375. 
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EUHEl'J  OF  IvI/lBKETS  'FOBMS  CAEEJED  IN  STOCE!. 


Dascription 

- 

B.M. 

1. 

Itinerary  Report 

B.M. 

13. 

Advance  Itinerary  Pest  Card 

B.M. 

Ik. 

Follovj-up  Card 

B.M. 

16. 

IVIailing  List  Additions  a.nd  Removals 

B.M. 

20. 

TTeekly  Travel  Report 

B.M. 

21. 

Aclmov/ledgment  of  I/kiling  List  Reauest 

B.M. 

22. 

Changes  of  Address  to  be  sent  to  Project 

Leaders. 

B.M. 

23  . 

Photostat  Requisition  Card. 

B.M. 

2li. 

"Special"  slips 

B.M. 

25- 

Report  Card  re  Payroll  Deductions 

B.M. 

26. 

Intra-tureau  Reference  Slip 

B.M. 

2S. 

Memorandun  for  jt-'ditor  of  Bureau  Accocpanying  MS. 

B.M. 

29. 

Sub-requisitions  (pink  and  green) 

B.M. 

30. 

Form  for  Reauesting  Outside  Publications 

B.M. 

31- 

Form  for  Requesting  Auto  Tnack  Service 

B.M. 

3S. 

Request  for  S-upplies  (Branch  Offices) 

B.M. 

39- 

Supplies  Shipped  or  Ordered  (Branch  Cffi 

ces) 

B.M. 

Uo, 

Requisition  for  Direct  P-Jxchases  (Branch 

Offices) 

B.M. 

^3. 

Record  of  Branch  Office  E:cpenditures  (Br; 

anch  Offices) 

B.M. 

Requests  for  Certification 

B.M. 

H5. 

List  of  Dealers 

B.M. 

U6. 

Branch  Office  Directory  (Branch  Offices) 

B.M. 

51. 

Application  for  Leave  T^iile  Travelir.^  on 

Official  Business 

B.M. 

53. 

Motor  Vehicle  Ezcpense  Accouiit 

B.M. 

55. 

Request  for  ^Imendinent  to  Authorisation 

B.M. 

56. 

Request  for  Transportation  Roq^uests 

B.M. 

57. 

Mailing  List  Memorandur: 

B.M. 

53. 

Request  for  Authorisation 
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DEPARTmiT  FORMS  CAHRIES  117  STOCK. 
. •    Description  ,  ■ 

Pay  Roll  for  Personal  Sarvices  0-u.tside  Cistrict  of  Col'um'bia. 
Pay  Voucher  for  Personal  Service, 

(Rei:nD-arse.:7ient  Voxiclier  for  Traveling,  Station  and  Field  E;cpense3, 
(Insert  sheet  for  Form  U  Voucher. 

(SubvGucher  for  Maais  and  Lodging.,  ^  . 

(Siibvc-acher  for  St^jplies,  Livery  and  Misc. 
Voucher  for  Purcha.ses  and  Services  Other  Than  Personal. 
Certificate  for  Loss  or  Dairage  of  Property. 
(Civil  Service  Commission  Form)  Declaration  of  Appointee. 

-  '■  _  Urjiumhered  Department  Forms. 

Statem.ent  of  Mileage  or  Scrip  Used. 
.   Milea.gs  PurchJase  Slip. 
,  Personal  Statement  Sheet. 

Salary  Assignm.ent  Blank. 
■  ,  Oath  of  Office. 


Form  No .  2 . 

"  No.  3. 

"  No. 

"  No.  h-b. 

"  No.  5, 

"  No,  25 

"  •  No.  12k 


Fiscal  Regulations, 
Adminis trat ive  Regalat ions . 
Property  Regulations. 
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YOm^S  ^:iCH  ARE  CASHISD  III  THE  3U?EA7  LIEHAEY 


Div.  Pu"b, 
n  " 


It 
tt 


Form  Ho.   1.  Req-aast  for  Joo  Prln.ting. 

"    No.  9.  Order  for  P-a"bl  i  cat  ions ,  ss-cept  Fanr.jrs'  2-jIl3tins 

"    1-To.  lOA.  Order  for  Farmers'  Bulletins. 

"  (No.  55  Foreign  I.lail  Order  for  F-uDlicatior.s . 

(ITo .. -.'Zia.  E-jrplicate  of  aoove,  for  'earoon. 

"    No.  43.  Orders- for  Placing  ila:r.es  -upon  I>5aiiing  Lists  to 

receive- Monthl-f  List  of  Piiblicr-tior.s. 


* 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 


BUREAU  OF  MARKETS 


WflSHtNGTON,  D.  C. 


L 


1^  Fi 


mrosmTioH  ciEcixLAs  15. 


mrch  S,  1919, 


The  following  letter,  dated  February  I3,  1919*  addressed  to  the 
Dis"tnirsing  Clerk  of  this  Department  and  signed  "by  the  ioxditor  for  State 
and  other  Departments,  is  self-esplanatory: 

"Your  attention  is  invited  to  the  Decision  of  the 
Comptroller  of  the  Treasory  dated  September  30>  191^,  to 
John  W.  Swift,  Disbursing  Officer,  U,  S.  Food  Administra- 
tion.   After  the  date  of  this  decision  this  office  will 
require  a  shov/ing  as  to  market  rate  '^lere  foreign  money  is 
converted  into  U.  S,  Currency.    Bank  receipts  should  be 
submitted  showing  all  transactions, 

"You  are  also  informed  that  after  Ivjarch  1,  1919 j 
satisfactory  explanations  will  be  required  where  cabs  or 
other  means  of  transporta-tion  more  expensive  than  street 
cars  are  used. 

"Street  car^fares  charged  by  einployees  receiving 
a  per  diem  in  lieu  of  subsistence  to  place  of  work  and 
return  for  one  or  more  days  will  be  disallowed." 

In  accordance  v/ith  the  above,  items  in  reimbursement  accounts 
covering  expenses  incurred  for  cab  fare,  or  other  means  of  transporta- 
tion more  expensive  than  street  cars,  v/ill  have  to  be  explained.  i«ir. 
DeWilde,  of  the  Bureau  accounting  office,  has  discussed  this  imtter, 
informally,  with  the  chief  auditors  in  the  branch  of  the  Treasury 
Department  v/hich  handles  the  accounts  of  this  Department,  and  he  vjas 
informed  that  taxi  fares  will  not  be  allowed  merely  on  the  statement 
that  it  was  necessary  to  use  such  means  of  conveyance  on  account  of  hand 
luggage,  that  it  v^z  raining,  that  the  street  cars  were  several  blocks 
away,  or  similar  explanations.    It  appears  the  Treasury  Department  is 
of  the  opinion  that  one  can  use  a  street  car  when  hand  }uggage  only  is 
carried,  and  that  use  of  any  more  expensive  means  of  transportation  can 
be  justified  only  when  it  is  shovm.  conclusively  that  it  was  in^os^ible 
to  use  a  street  car,  for  the  reason  that  no  street  cars  were  available, 
or  that  the  place  the  employee  had  to  visit  could  not  be  reached  by 
street  car.    The  requirements  are  exacting  regarding  expense  of  this 
nature.    Unless  the  ercplanation  submitted  in  s-croporb  of  items  for 
cab  fare  is  in  accordance  with  requirements  of  the  Treasury  Dep'^-rt- 
ment,  the  expense  necessarily  will  have  to  be  suspended. 
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2.    CLERIC4Ji  EE7ICIMCY  CQ»TTEE. 

■phe  Secretary  has  approved  the  noriination  ox  I-^r.  Hemy  J .  rcamsey  to 
replace  Professor  C.       Thoirpson  or.  the  Clerical  Sfficierxy  Cocnittee  Qi 
the  Bureau  of  Iferkets,  Mr.  5hoiiipsoa*s  term  h-aving  expired. 

The  coirinittee  for  the  period  ending  June  J)0,  1313,  is  therefore 
constituted  as  follows: 


3. 


7.  Bailey,  Chaiicjan, 
R,  L,  Xixon, 

Henry  P.  Rai::sey  (vice  C,  Tf.  Thorqpson) 

FURNITURE  AlTD  SqumiSMT  I'TO  L0!:5?ia  BEQUIPJS.  TO  3E  TPJJTSFERF.ED  TO 
OTIiER  PROJECTS. 


IJr.  Pevare,  the  Property  Clerk  of  the?  Dureau,  has  cade  what  seerns 
to  he  an  excellent  s^aggestion,  nar.ely,  that  differen":  offices  of  the 
Bureau,  both  in  IVashington  and  in  the  field,  notify  the  Section  of 
Supplies  and  Accovaits  proiTptly  wheTifiver  they  have  furniture  or  other  ] 
equipment  for  v/hich  they  have  no  iiiznediate  use,  in  order  that  a  list 
of  s-ach  property  inay  oe  maintained  and  cpnsvJ-ted  before  re<iuisiticiis 
are  prepared  covering  purchase  of  adiitior4al  3ir."J.lar  equipment  for 
other  offices.    It  is  believed  that  by  tr.us  using  this  section  as  a 
clearing  house,  transfers  of  property  freq.uently  sho-jud  be  possible 
in  lieu  ox  purchase  of  nevv  eq,uipr:e:xt .    Tliis  vrill  insure  the  rx:i^xrjzi 
use  of  all  of  the  property  of  the  liureau  and  if  obsearved  conscie:'-tious- 
ly,  will  curtail  e:cpenditures  for  additional  equipment. 

Ihen  funds  of  the  sajxe  appropriation  are  involved,  cierely  different 
allotments  there"under  being  concerned,  an  interchange  of  not  r^>ra  thcji 
75^  of  the  original  cost  of  property  traiisf erred,  dependeixt  upon  its 
condition,  will  be  effected.    uSas  my  be  waived  by  the  Chief  of  Bureau, 
hovirever,  when  the  allotment  balance  of  the  project  needing  the  additiorial 
equipment  is  low  and  the  project  releasing  the  £«xie  can  afford       do  so 
without  retrum  credit. 

liTnen  allotments  under  different  ar r rop r ia t i on s  are  involved  in  such 
transactions  no  provision  is  nr.de  for  interchange  of  f-ands,  -.Thich  could 
be  effected  only  by  specific  approval  of  tlie  Secretary. 

VOUCHERS  C0YZ5INS  STSTOc-r^FLic  KtroaTi:^c-. 

Form  5  vouchers  covering  settlement  of  expenses  incui'red  icr 
stenographic  reports  of  hearings,  etc,  should  not  be  subnutted  on  a 
basis  of  a  charge  for  "attendance  o.t  hearing,  taking  notes,  etc,"  and 
another  charge  for  "transci'ipts".    Instead,  the  charge  sho-odd  be  based 
on  "reporting  hearing  and  furnishing  transcripts",  for  one  specified 
amounts    The  rate,  or  scliud-olejOf  charges  upon  -.vhich  the  total  azscunt 
clairaed  is  based  also  should  show  on  the  vcucl'.er,    Then  a  charge  is 
listed  "for  attendance  at  hearing,  etc.",  the  ratter  becc-es  confused 
teclinically  vri.th  pajrment  for  personal  services,  wixich  cannot  be  rrvde 
on  Form  5  vouchers.     It  ntust  be  rerxembered  tliat  stenographers  and  t;pe- 
\vriters,  including  reporting  3tencgx^ph?rs,  can  be  eisplcyed  only  ^:r.der 
direct  authorisation  froix,  \;he  Secx-etaiy. 
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5.    ?00D  SUETOT  EN¥ELOPES.  -     "  . 

In  connection  with,  the  various  food;  surveys  conduct-sd  ^"by  the  BiJireau 
of  Markets,  cons ideratl 8  supplies  of  ■erivelojpes  have  "been  sent- to  certain 
of  our  Dranch.  offices.    These  include ■  f raiil-ied  window  envelopes  and  special 
franked  and  addressed  return  envelopes.    Any  hrojich.  office  having  any  of 
th.e  franlred  window  envelopes  should  return  them  at  once  to  the  Section  of 
Supplies  and  Accounts  of  this  Bureau.    Since  the  franked  and  addressed 
special  return  envelopes  could  not  he  sued  for  any  ether  purpose,-  they 
should  h©  discarded.        '   '  • 

PURCHASE  OF  CQMEilCT  FUBNITUBE  K>R  BmiTCH  OFFICES  FKEZEREED.  ■ 

The  experience  of  various  field  representatives  in  "branch  offices 
of  thie  Bureau  has  shovTn  over  and  over  again  that  it  is  ajivi sable,  if 
at  ail  pos3i"ble,  to  purchase  the  rego-lar  contract  furniture  and  have  it 
flipped  from  the  factory  on  Government  hills  of  lading.  '  Prices  for 
furniture  purchased  in  the  open  irarket,  -even  under  competitive  informal 
hids,  almost  invariahly  are  considerably  higher  than  the  contract  prices 
plus  the  freight.    It  also  is- highly  desirable  to  standardise  on  all  of 
the  furniture  of  the  Bureau,  especially  the  sectiohal  filing  furniture. 
STeeds  for  office  furniture  should  always  be  anticipated,  if  possible,  far 
enough  in  adva,nce  to  permit  the  ordering  of-  f'omiture  from  the  contractors 
and  shipment  by  freight  from  the  factory.  -  ■      '  , 

7.  SLYmOr  Mli'JEOGR&PH  EIEC. 

Unless  carefiilly  drained, -a  considerable  quantity  of  mimeograph  ink 
adheres  to  the  inside  of  the  tin  cbntaihers'  in -Vifcich  it  is  delivered.  A 
number  of  branch  offices  have  adopted  the  practice  of  tilting-  the  freshly 
einptied  can  over  another  can  and  allowing  it  to  drain-  for  2M-  hours  or 
more  before  it  is  fir^lly  discarded.    In  this  way,  a  percentage  of  the 
ink  which  has  been  estimated  as  being  as  high  as  10^  may  be  -saved. 

8.  LIKES  OF-  Wm  OP  BTIREAU  AI^IB  DEPARE€E2TT. 

It  is  desirable  that  all  einployees  of  the  Bureau  become  sufficient- 
ly familiar  with  the  work  of  the  Department  of  Agriculture,  and  especially 
^vith  that  of  the  Bureau  of  B'^rkets,  to  be  able  to  ansvTer  such  inquiries 
as  they  may  receive  in  regard  to  the  work  of  other  Bureaus  of  the  Bepa,rt- 
ment  and  of  the  various  divisions  of  this  "Bureau.    Inforxnation  given  in 
information  Circular  Ho.  ^,  dated  September  19,  I9IS,  is  intended  to  en- 
able employees  to"  direct  inq.uiries  to  the  proper  Bureau  from  v^hich  to 
secure  any  desired  inf  orm.ation  along  any  particular  line  and  to  know  how 
to  secure  publications  issued  by  the  Department  upon  any  given  subject. 
It  is  thought  that  all  einpioyees,  and  particularly  those  stationed  outside 
of  Washington,  should  be  able  to  answer  inq.uiries  in  regard  to  the  specific 
lines  of  work  conducted  by  this  Bureau  and  that  they  should  l^iow  ■■^There  to 
go  to  find  printed  inf ormation  in  regard  to  the  various  lines  of  work  of 
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the entire  Department.    To  this  end,  copies  of  tv/o  publications,  both 
now  in  press,  Virill  be  distrib-ated  tlirough.  the  division  offices  of  the 
Bareau  in  Washington  and  to  each  branch  office  as  soon  as  they  are  issu.ec.. 
These  are:    first,  "List  of  Workers  in  Subjecta  Pertaining  to  Agric-jlvors  , 
etc.";and  second,  "The  Program  of  \lorlc  of  the  United  States  Departi-ent  of 
Agriculture.",  both  revised  and  brought  dowTi  to  d::.te.    These  two  publica- 
tions together  give  a  detailed  outline  of  all  of  the  various  lines  of 
investigation,  derrionstration,  and  service  and  the  regulatory  ^.^ork  cf  the 
entire  Department,  together  y;ith,  the  names  ;'Cfx  the  leaders  of  each  particu- 
lar line.  .  ■  . 

It  is  particularly  desirable  that' all  of  the  employees  in  each 
branch  office  be  familiar  v:ith  the  objects  and  methods  of  proced-ure  of  the 
other  projects  of  this  Bureau  represented  in  the  sr^.e  cities.    To  this  end, 
the  City  Committee  in  Atlanta  has  been  holding  meetings  attended  by  all 
Bureau  employees  in' that  city,-  at  vihich  descriptions  are  given  by  the 
representatives  of  the  various  projects  in  Atlanta  of  the  objects  of  the 
vrork  done  by  the  respective  projects  represented  and  their  methods  of 
procedure.     It  is  believed  that  City  Cor^nittees  in  Ouher  cities  might 
profitably  do  som.ething  of  the  sort. 

It  has  been  suggested  that  when  responsible  representatives  of  pro- 
jects visit  cities  in  ^-jiiich  their  respective  projects  are  not  represented, 
arrangements  be  made  for  them  to  .address  meetings  of  all  of  the  Bureau 
of  Markets  employees  in  that  city,  explaining  'the  '.vcrk  and  methods  and 
p-urposa&  of  their  respective  projects;, '  iTnen' -this  is  to  be  dene,  the 
'Chaimlan  of' the  City  Committee  sho-uLd  be  notified  a',  few  days  in  adva:-.ce. 

.9-    BUBmU  PERSOmiEL  DIBECTORY  LUST  BE  KEPT  UP-TO-DATE. 

Attention  has  recently  been  called  to  the  fact  tiat  considerable 
laxity  exists  in  the  Bareau  in  reporting  to  the  Persor^^el  Section  changes 
in  addresses  of  employees  in  Washington,  also  in  reporting  changes  in 
assignment,  involving  changes  in  rocm.s  and  telephone  numbers. 

It  is  very  important,  if  our  psrsorjiel  directory  is  to  be  iiS.intair- 
ed  with  any  degree  of  correctness,  that  these  cl-.anges  in  the  Washington 
offices  be  reported  promptly.    The  head  clerk  of  each  project  is  perscnall:' 
responsible.     It  is  therefore  suggested  that  someone  in  each  section  checl: 
the  records  and  ascertain  that  the  latest  ad'di-ess  given  is  reported  to  the  , 
Personiiel  Section,    In  the  fuvare  these  changes  should  be  reported  promptly," 

10.    g^ORT  mOM  JlEv-IEraG^-SECTIOH  70R  XfESK  SNBm&  ZEBHUAI^T  21,  1^1- . 

This  report  shows  tha,t  the.  outgoing  letters  viseed  d^j.ring  lihis  five- 
day^  week  were  dictated  in  part  to  pool  steiiogra-hers  and  in  T^arfc  to 
divisional  steiiographers  by  the  various  divisions,  as  indicated  belor.-. 
It  does  not  cover  intra-bureau  coLmiunicaticns. 
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Division 

Administrative 

Market  Surveys 

Live  Stoek  and  Meats 

Mirket  Grades  and  Standards 

City  Lnrketlng  and  DistrilDution 

Cranspoi'taticn  and  Storage 

Cotton  Handling  and  Marketing 

Cotton  Patures 

Fit rate 

Preservation  of  Frcits  and  Vegetables 
Federal  G-rain  Supervision 
Seed  I'larketing  Investigations 
Grain'  Standardization 
Karal  Organization 
Foreign  Marketing:  ..    -  .r' 
Warehouse  Investigations.  .■. 
Mairketing  Ife-iry  Products 
Cooperative  Purchasing  and  l*5arketing 
War  Industries  Board  TJool  Work 

TOmLS 


Dictated  to  Dictated  to 

Fool  Stenograrhers.  Divisional  Stenographer: 
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19 
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31 

91 

16 

15 
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3s 

0 

•  15 

39 

69 
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so 
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50 

62 

IS 

^9 

>-ir- 
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6 

25 

0 

1 

60 

_  f- 

13 

3 

61 

■  72 

9S3 
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.  .11.    MEET  PIGS  OF  OPEMTIIIG  CO?.MITTBES. 

It  is  "believed,  that  a  letter  recently  received  from  Ivlr.  E,  M. 
Seifert,  Chairrran  of  the  Operating  ConTEittee  of  the  Philadelphia  joint 
office,  Y/ill  be  of  interest  to  Operating  Corarnittees  in  other  offices  in 
arranging  programs  for  their  regular  meetings.    Tne  letter  reads  as 
follov/s: 


'■•X  nonce  m  tne  iTiioimation  CirccJar  Ifo.  12,  Paragraph 
ITo. '  ^,  it  is  stated  that  the  Chairman  of  the  Operating  Comniittee 
in  Philadelphia  suggested  to  the  other  r.embers  that  topics  for 
discussion  be  submitted  to  the  Chairman  anct  redistributed  before 
the  meeting. 

"The  siiggestion  v.'as  not  mine,  but  viras  maoLe  by  Mr.  Willia...s 
of  the  Food  Products  Inspection  Service.    He  further  suggested, 


prosram  be  arran-^ed  for 


and  it  is  being  put  into  c^^rj^.^j  uiic.^ 
each  meeting.     It  v/as  fc'jnd  that  our  committee  meetings  occupied 
too  much  time,  lasting  from^  an  ho-ar  and  a  half  to  two  hours.  'Zn-e 
arrangement  of  the  program  viras  stiggested  to  rebut  the  time  consvm- 
ed  in  meetings.     The  first  meeting  at  ^'vliich  this  s"aggestion  r/as 
tried  out  lasted  but  thirty  mirutes  and  fully  as  mctch,  if  not  morSj 
"business  was  ti-ansacted  tLian  a-t  the  preceding  one  v.hich  lasted 
two  ho-ors. 

"One  of  the  other  members  of  the  committee  suggested  that 


meCx 


.cai  d 


;o  ne\';si::a.-oers  and  local  grower i 


sub- commit  tees  be  appointe:'.  such 
committee,  the  joint  reports 
dealers  report  conmiittee  rnd  one  or  two  others.    3y  har.dling 
■important  matters  in  this  v;ay  the  committee  can  ;vcrk  xip  the 


ad 


details  of  each  proposition  and  present  scnething  concrete  and' 
definite  at  the  Operating  Conirdttee  neeting.     In  this  v.-ay.  it'  can 
Usiialiy  be  acted  -a.pon__9;aickly  saving  considerable  ti-.e  and  at  the 
same  tine  the  propositdbns  vri.ll".have  "been  i2ore  efficiently 
handled. 

"The  spirit  of  cooperation  is  rapidly  developing  arxng 
the  project  representatives  here." 

12.  STMDASB  TBIS, 

The  Chief  Clerk  of  the  Bureau  suggests  that  one  reason  v.hy  .enplcv^Sw 
frequently  quit  v;ork  before  ^:50,  the  reg-j^lar  closing  hour,  say  be  that 
their  tiiuepieces  are  fast. 

He  co.lls  attention  to  the  fact  tl-at  in  cur  Bureau  telegraph  office 
in  Uaahington  there  is  an  electric  clock,  set  hourly  by  electricity, 
taking  its  time  from  a  isaster  clock  in  the  TTashington  office  of  the.' 
western 'Union,  and  being  set  at  noon  each  day  directly  •  from  the  ITaval 
Observatory. 

13.  LEkTE  SLIPS. 

•Ihe  Chief  Clerk  of  the  Bureau  cails  attention  zz  the  fact  that  in 
a  considerable  percentage  of  cases  leave  slips  are  not  re":ur:ied  to  "he 
time  clerk  after  the  application  for  the  leave  has  been  ap- roved  and 
the  leS-ve  has  been' taken. 

Iiead  clerks  of  the  divisions  shc\xld  see  that  all  leave  slips  are 
returned  promptly  to  the  tiz:^  clerk- after  the  emoloyee  has  returned  to 
duty. 

1^.    VOUCHERS  AUBITE)  PROMPTLY. 

iJoviT  that  the  auditing  and  payment  of  reimbursement  vouchers  has 
been  placed  upon  a  ■pror.:pt  basis,- attention  is  being  directed  to  the 
oore  expeditirao..    handling  of  other  fiscal  papers.    In  the  case  of 
branch  office  paj^olls,  for- instance,  it  is  gi-atifying  tc  note  that 
all  field  pa^/rolls  uhich  had  been  received  -jp  to  "ebr-iLry  2S  wex-e 
audited  and  passed  to  the  Disb-crsing" Office,  on  cr  before  that  date 
lor  paymez-.t-.    Tne  p-r.^n-olls  began  z6  be  received  in  ^asl-.ingtcn  upon 
iTe.raary  I9,-  end  the  sched-uLe  shov/s  that  thev  ;vere  hcndled  in  the 
acco-unting  office  and  delivered  to  the  lisbursing  Office  -a?  fcllc-.rs: 

33  on  Pebracjy.  23,  I519, 

39  on  Pebraary  26,  1$15, 

5  on  Pebroary  27,  I5IS, 

^  on  Pecruary  2S,  l£ic. 

// 
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UNITED  STATES  DEPARTMENT  OF  AGR8CULTURE 
BUREAU  OF  MARKETS  fT" 
WASHINGTON,  D,  C. 

BTFOFmTlOII  GIEaTAR  NO.  iS 
I^rch  15,  1919. 


Bureau  Directory 

This  issue  of  the  Infonra.tion  Circular  contains  a  list  of  the 
Bureau  branch  offices,  stjierseding  Infonration  Circialar  No.  6j  and  ' 
item  No.  6  of  Infonration  Circular  No.  10. 

There  still  are  a  rroitiher  of  cities  under  which  the  personnel 
of  the  City  Ccimittees  and  the  Operating  Coirjin. ttees  is  not  shown.  It 
"tw  -irgcd  tr.at  men  in  charge  of  branch  offices  in  cities  v^fhere  such  in- 
formation is  lacking  consult  Field  Station  Memorandun  No.  lU,  organize 
as  indicated  therein,  and  make  report  to  the  Washington  office  without 
delay. 

It  is  rean.es ted  that  any  changes  in  addresses  or  ether  correc- 
tions for  the  Birectorj"  be  reported  at  once  to  the  Administrative 
Assistant  in  Charge  of  Operation  in  order  that  our  records  may  be  kept 
as  nearly  accurate  as  jjossible.     Likev/ise,   suggestions  concerning  its 
contents  or  rrsJke-vco  will  be  appreciated. 


Attention  is 
closed  as  follows: 


-lied  to  the  fact  that  branch  offices  are  to  be 


Birmingh.am,  Alabaira,  Ivlarch  3-,-  19^9)  Market  News  Service 

on  Fruits  and  Vegetables. 
Fargo,  North  Ite.kota,  March  3I,  1519>  Market  News  Service  on 

Fruits  and  Vegetables,  and  Inspection  of  Perishable  Foods. 
Houston,  Texas,  Rferch  20,  I9IS,  Ivkrket  News  Service  on 

Fr^oits  and  Vegetables. 
Jacksonville,  Florida,  March  31,  I919,  Market  News  Service 

on  Froits  and  Vegetables. 
Menphis,  Tennessee,  Jiarch  3I,  1919;  Market  Neves  Service  on 

Fraits  and  Vegetables. 
Oklahoir.a  City,  Oi'-lahoira,  Ivferch  20,  I9I9,  M^arket  News  Service 

on  Frj.its  and  Vegetables,  and  Inspection  of  Perishable 

Foods . 

Below  is  given  a,  list  of  the  adnini strati ve  officers  and  the 
project  leaders  of  the  Bureau  whose  headq-oarters  are  in  Washington. 
This  is  na.de        in  line  with  the  chart  entitled  "Organization  of  the 
Bureau  of  Markets"  which  accompanied  Memorandum  No.  liU,  dated  December 
1,  1917.    This  is  followed  by  the  list  of  branch  offices.  City  Coimittees, 
arranged  alphabetically  by  cities,  and  a  list  of  States  in  which  the 
Bti.reau  is  carrj^ing  on  cooperative  work. 
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TIIE  ?ASHINGTOrT  OFFICE 

Chief  of  B-areau,  Charles  J.  Brand 

Secretary  to  Chief,  Catherine  M,  Viehicann 
Assistant  Chief,  Herbert  C.  Liarshall 

Editor  and  Liorarian,  Ce.roline  3.  Sheman 
Branch  of  Operation,  R-  V.  Bailey 
Chief  Clerk,  C.  L.  Snow 

Stenographic  Section,  E.  J.  Dickson 
Time  Clerk,  C.  F.  L-'^mll 

Photographic  Section,  H.  C.  Wilcox,  Actiiig  in  Charge 
Addressing  and  I>aplicacing  Section,  H.  E.  Burton 
Estimates  and  Special  Keports,  Ccmelia  L-Tie 
Llails  and  Piles',        T.  Eobbs 
Personnel  Section,  F.  J.  Hughes 
Reviewing  Hail,  H.  C  Vance 
Supp lies  and  A  cc  oun  t  s ,  P .  H .  Quinn 
Telegraph  Sectio?.!,        0.  Ten  Eyck 
City  Marketing  and  Dis  tridv.tion,        V.  Branch 

Conservation  of  Feed  Products  in  Transit  and  Storage,  H.  J.  F^.sey 
Cooperative  P-j.rcliasing  and  Iferketing,  0.  B.  Jesness,  Acting  in  Charge 
Cotton  Fut-res  Act: 

Ad'T.inistration,  D.  3.  Murph 

BetsiT-ination  of  Disputes,  and  Investigation  of 

Fut-LU-e  and  Spot  Markets,  G.  R.  Argc 
Prepa^ration  and  Distribr.ticn  of  the 

Official  Cotton  Standards  ) 
Cotton  Handling  and  Iviarketing  ) 
Cotton  Standards  Investigations  )  Fred  Taylor 

Cotton  Testing  ) 
Marketing  Cotton  Seed  and  Its  Products,  C.  F.  Cr^s^elS} 
Cotton  VJarehouse  Investigations,  R.  L.  ITiscn 

Administration  of  the  U.S.  ■■varehcuse  Act,  D.S.  Murph  and  R.L.  17ixon 

Dairy  Products  ifcrketing  Inves ti^tions)     £  Potts 

Ivlarket  Hews  Service  on  Dairy  Products    )  * 

Direct  Iviarketing,  Lewis  B.  Flchr 

Food  Surveys  of  the  United  States)  ^  -jr-  r^.^^^^^^ 
Ty      ,  ^        •  V     v-.v. .  xhOEcpson 

Rural  Organization  ) 

Federal  Grain  S-jDpervisicn: 

Infornation  and  Publications,  J.  F.  TTiLTicth 

Licensing  and  Violations,  Arth-ar  Herger 

Appeals  and  Inspection  Procedure,  E.  G.  Bcemar 

Inspection  Efficiency) 

and  )     See  Chicago 

Beard  of  Review  ) 
Food  Supply  Investigations  ) 
Grain  and  Hajr  iVIarketing  Inver. tigations)  Charles  S.  Cole 
Hay  and  Feed  L'larket  Reporting  Service  ) 
Grain  Standardization,  S.  A.  Regan,  Acting  in  Charge 


George 
Livlrigstcn 


Fcreiga  Marketing  Ir.Ysstigaticns ,  C.  W.  Mcona-w 
Grades  and  Standards  ) 

Inspection' of  Perisi^a-oie  Foods  )  7.M.  Scott  and  C.T.  More 

Snforcement  of  tlie  Standard  Gonta-insr  Act  ) 

Live  Stock  and  Ivlea.ts  Jfe.rketing  Investigations  ) 

"Wool  Marketing  Investiga-tions,  G-.T.  Uillingmyre)  Lo-ais  D.  Hall 
i'/Iarket  Hews-  Service  on  Live  Stock  and  Ivleats  ) 
'Stock  Yards  S'l^ervision  •    )  ■ 

Market  Bi^siness-  Practice,  Uroassigned 
Market  Inforra ti on  Assistant ,  H,  G-reen 
■Maik'et  Fsws  Service  on  Fmits  and  Vegetables  ) 
ivferket  Bi:urve.ys,  Methods  and  Costs  )  Fells  A.  Sherman 

■  Motcr  Transportatidn,  J.  H.  Collins  ) 
Milling  and  Baking  Investigations,  J.  H.  ShollenlDerger 
^Titrate  DistrioTition,  D.-  3.  Murph  and  J.  H.  Collins 
Seed  ^^iarketing  Investigations  ) 
Seed  Eepcrting  Service  )     .  A.  "Wheeler 

State  Cooperation  in  Marketing  Wcrk,  J.  C.  Skinner 
Technclogicu-l  Investigations  and  Teuionstrations ,  J.  -  F.  Barghar.sen 
■Transportation  Livision,  G.  C.  White 


Biorea-a  Msino -and-Uin  No .  I3I,  dated  Aug^jLSt  5,  -19-3,  provides  that 
every  project  oranoh  office  register  with,  tlie  coiiHLercial  telegraph 
cornpanies.     It  ^vill  be  pres-'omed  therefore  that  each  project  has 
x'egis tared  accordingly  in  each  city  where  a  "branch  office  is  located. 
The  branch  office  v;ill-  be  held  responsible  for  any  delays  in  the 
handling  of  telegrair.s  due  to  a  failure  to  so  register.    The  approved 
form  of  registration  for  the  ^^rioas  projects  is  as  follows: 


SuSVEYS  3UISAU  IvIASKETS 

LI\7E3T0CE:  BTjEEAU  I^rii'jaCETS 

LI'TESTOCX  BUK&1U  y^JR^ETS 
JDAIRY  BLtREAU  ilUlESTS  ■ 

C-RA-IK  SUPEE7ISIC1T  BUEFA7 

GHAIF  BlIRZAU  LI/lHiHTS 
FEBS'TER  BUILDI^T-J 

SESr»S  BUHEilo  MiHKSTS 
HA.T  BUP-EiiU  MEKET3 

SmTLAirC'IZATIOllT  BUREAU 

CITY  MkEKSTTl^  BUKIAIT 

IvL4?JvE?3 
I1T3PECTI05>T  3TJESA.r  WJCKEI^ 
COTTOiT  BURIA'J  IviAJ^SETS 
COTTOAT  BCTAT  ivTAKKZTS 
COTTON  BUREAU"  iVL'iPJGTS 

MGTOP.-BUSaiTJ  FISEETS 


-  I/Iarket  Ne'vs  Service  on  Froits 

and  Vegetables. 

-  iviarket  News  Service  on  Live 

Stock  and  Meats. 
Stoch  Tr.rds  S-j^jervision 

-  Market  Hews  Service  on  Eairy 

Products 

Federal  Grain  Simervision 

Insp action  Efficiency  and  Beard 

of  He view 
Seed  P.eporting  Service 

-  Haj"  atr.d  Feed  I^-rket  P.spcrting 

Service 

-  C-rain  Standariizaticn 

-  C  i  ty  I-ia  rke  t  ing  and  Di  s  tr  i  bu  t  i  cn 
Inspecticn  of  Perishable  Feeds 
Cotton  Handling  and  ?xarketing 
Cotton  Fut-'ores 

-  Marketing  Cotton  i^^eed  and  Its 

Prciicts 

-  Motor  Transportation 

Transportation  Division 
Conservation  of  Food  Proaucts  in 
Txansit  and  Storage 


i.r,  a  joint  office  where  the  rooni  nunfoer  and  telephone  n-ucrber  of 
each  project  are  the  sa-r.e  as  the  room  number  and  telephone  nuir.ber  for 
the  joint  office,   this  rnfcnraticn  •vill  be  given  under  the  joint  office 
only. 


geo:rgia 


City  Coirmittee: 

Oiiairiran,  i'l.  3.  Seeds 

Clerk,  A.  C.  Shepherd,  319  Connally  Building 

Joint  Office  No.  1,  lyiO  Third  Ivational  Bank  Build:.ng,  Marietta  and 

Broad  Streets,  Telephone,  Ivy  hlfG 

Q-nerating  ComTiittee: 

Chairiran,  11.  5.  Seeds 
Head  Clerk.  J.  Ik  Gain, 
Federal  Grrain  Srorerrision 


In  Charge,  k.  £-  Seeds 
Eay  and  Ik^ed  Market  Eeporting  Service : 
In  Charge,  Un^i,s signed 


Seed  keporting  Servic 


In  Okarge,  Unas signed 
J-int  Office  Fo.  2,  Connadly  3-iiiding,  ?kitehall  and  Alaharra  Streets 

Operating  Covnnittee: 

Chairnan,  k.  G-kHili 

Head  Clerk,  A.  C.  Shepherd,  Room  3 19- 
tarket  Fevv'S  Bsr-^dce  on  Fru.its  and  '^''ege tables: 

In.  Gharse,  FT^'hT" lo'tTiaflsld,  Room  -rl4-i+lS 
Telenhcne,  Main  27 ■^3 
Inspection  of  Perishaole  Foods: 

In  Charge^     .  H.  Beckham,  Room  ^05;     Telephone,  Main  1097 
Conservation  of  Food  Prodncts  in  Transit  and  Storage: 

lir^na^geT  F^  Telephone,  fein  1C97 

Tra'isio ortat ion  Di vi s ion: 

In  Charge,  Charles  A.  Forrest,  .Room  315;  Telephone,  Main  1097 

Marketing  Cotton  Seed  and  Its  Products  Branch  Of f ice: 
In.  Charge.  Unas  signed 
239  Trust' Conpany  of  Gaorgia  Building 

T'elsTohone  :     ■•  • 


Cit.y  Cornnittee: 
Chairrran, 

Joint  Office,'  '-^11  CtTS-com  House,  Tslephons,  St.  Paixl  U220 

Overa~i-ig  Cororiittes: 

Ohairrran,  Sam-ael  F.  Shrovs 
Head  Cl-srk, 

I^a-rke t  I%..'s  Se z-vi C3  or^  Finits  and  Vegeta'oa  33 : 

In  Gnarge,  W.  E, "Karri son 
City  :iar--etin£  and  Pi5tri>u-cion: 

In  Charge,  V/.'e.  I-'arriscn 
In appction  of  ?-3rish3, "ble  Tools : 

In  Clmrge,  Sarrrae..  F.  Shreve 

Federa,!  G-i-a.in  Supsi'-.-isici.  Branch.  Office:' 
In  Cliarge.  Lee  Cal^aher 

£10  lisyser  Building,  '?er::an  and  C~lv3rt  Sfeets 
Telephone,  St.  Paal  2S7Q 


I'larket  Fs'-s  Ser'-ic^.  on  Fr-^dto  ai^d  Ve'^otaoles  Branch  Cffice: 
In  Cix::,rg3,  C-ecrge  S.  Llaclr 

803-810  Jefferoon  Go-on t/  lank  jbuildin^-,  2026  Second  /.vs-ue 
Telephone.  Main  5^^0 

Note:  The  S i rrningham  of^ic?  %vill  Le  discontinued  ;^ith  Llarch  7I,  IP 


Cit:,-  Committee: 

0;iain:ar.,  A.  P.  Gcl'b-um 

Oler::,  Hiss  Hcse  E.  Kelley,  -408  Piieli-c"  2viiding 

Joi.it  Office,  Fidelitj  .Building,         State  Street,  Telephone  Richmond 

Op e rating  Gorni;itte e- : 

Ch-drrrH-n,  A.  ?.  Cclo-irn 
Head  Clerk,  Miss  Helen  V/alsh,  Koom  UCE 
I'/iarlcot  ITe'.vs  Service  on  Bair.y  Products: 

I-i  Charge,  ^^loert  B.  Loring,"  Itcojs  ^9 
Ijarket  Ns^vs  Service  on  Frui  ts  and  Vege taoles: 

In  Gnarge,  Saxor.  D.  Clai-k,  P.oon.  '4Cd' 
.  Inspection  of  Perisl'.a'ble  Foods: 

In  Charge'  C  Y,  'lerrillV  Hocm  ^05 


Market  ITev/s  S er'/j-oe .  on  .Ljye  Stock  and  Meats : 
In  Charge,  J?;,li-.is  11. .'.Peters,  Room  ^'S 

Stock  Yards  SupervisicrLv  ,    ■  •  : 

in  Charge,  Juli-as  E.' "Peters ,  Room  ^OS 

City  Marketing  and  Distribution: 

In  Chxarge,  A.  P.  Colbiim,  Boom  '-f07 

Federal  G-rain  Sr.pervision  Branch  Office: 
In  Charge,  Fred  L.  1Valla.ce 
llUo  Oliver  B-aildingj  lUl  Milk  Street  ' 
Telephone^  Fort  Kill  33S1 


■  brti)g:^oht ,.  comcticut 

Cj  t"  Marketing  c-nd  Di  strihiit ion  Branch  Office: 
In  Giia.rge,  G-arrett  M.  Stack 

U13  First  National  Bank  Building,  Z?£  Main  Stree^t 
Telephone,  IToble  230. 

(Mr.  Stack,  at  Bridgeport,  Mondays,  Wediie-sdays  and  Fridays 
only;     all  mail  sliiould  be  sent  to  the  New  rla.vsn  address.) 

-  KI^mLC.,,  FEW  YOPK 

City  Coiq-iittee :^  .  ■     •  ■  ■ 

Ghairmsaiv.  George  F.  Engels  .    _  ,  ■     ,  ■ 

■  .  .  Clerk,  -Miss  Alices  M_.  Howard,.  232-  Post  Office  Building 

Joint  Office,  232  Pest  Office  Building,'  Telephone,  Seneca  2i+S9 

Chp  e  ra  t  in  g  C  0  rrm  i  1 1  e  e :  "  • 

Chairman,  Ceorge  E.  Sngels 
Head  Clerk 
Inspection  of  Perishable  Foods; 

In  Charge,  C-eorge  S.  Engels 
Iferket  Hews  -Service,  on  Frai  1 3  and'  Vegetaol es : 

In  Charge,  G-eorge  E..  Engels.      ■  .... 
Mo  t  o  r  Tra .isp  0  r  ta  t  i  on : 

Cnarge,  Unas  signed  - 

Federal  Grain  Supervision  Branch  Office:       .    .  ■.  .  . 

In  Charge,  John  T.  Cavanaglx 
9s  I>.m  Building,  Pearl  and  S.wan  Streets 
Telexihone,  Seneca  5^52  :  ,' 

Stock  Yards  Si-pervision  Brancfr,  Office:       ■•  ■       '  ■  ■ 
'In  Charge,  H.  A.  Dallwigk  '  " 

993  William  Street 

Telephone,  Eov/ard  I3  '       .  - 


-  g  - 


CAIRO,  ILLIiTDIS 

Federal  Gram- S-apervisicn  Branch  Office; 
Acting  in  Charge,  Ciiaries  R,  Taylor 
Room  6,  Post  Office  Building 
•Telephone, 


.CHICACtC',  ILLI}T0IS 

City  OcMnittee: 

Chaiman,  V.  H.  Hall 

Clerk,  I.  XI.  Pew,  A-ininistrat ion  Building, 
Union  Stock  Yards 

Joint  Office  Ho.  1,  505-515  City  Hall  Sqmre  Building,  139  North  Clark 

Street,    Telephone,  Majestic  S52C  and  8521 

Operating  Goirmittee: 

Chairrran,  'J,  H.  Ilall 
Head  Clerk,  Edward  P.  Lemott 
■  InspeCTjion  of  Perishaole  Foods: 
In  Charge,  H.  C.  Eetzel 
City  Clarke  ting  and  Dist.rilput  ion: 
In  Ciiarge,  Karvey.E.  Larsan 
Market  ITews  Service  en  Trvits  and  Vegetables : 

In  Cliarge,  V,'.  E.  Eall 
Maz'ket  Ne'vs  Service  on  Dairy  Products: 
.  .  •  In  Charge,  Frank  E.  LlcCairpoell 

Conservation  of  Food  Products  in  Transit  and  Storage : 
In  Charge,  E.  S.  Bird 

Joint  Office  No.  2,  Adr.inistration  Buildirig,  Union  Stock  Yards, 

Telephone ,  Boulevard  3^1 

Op  3  ra t  ing  C  omiri  1 1 ee : 

Cliairaan,  C.  S.  Pierce 

Head  Clerk,  I.  W.  Pew 
Ma„rket  Hews  Service  on  Lj-.-e  Stock  and  Ilea "Ps:  ^  - 

In  Charge,  S.  ^.  Doty 
Stock  Yard  SijQpervision: 

In  Charge,  S.  U.  Doty 
Transportation  Si -Is  ion: 

In  Charge,  C.  S.  Pierce 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  Wm.  P.  Carroll 

37U  Continental  and  Conjr.ercial  Bank  Buildir^,  20S  South  LaSalie  Street 
Telephone,  Harrison  'i-yOC 

Hay  and  Feed  Llarket  Reporting  Service  Branch  Office: 
In  Charge,  K.  L.  Bov;en 

5'3  Board  of  Trade  Building,  1^1  West  Jackson  Boulevard 
Telephone,  Harrison  4-70C  -  Local  I50 
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Seed  Reporting  Service  Branch  Office: 
In  Charge,  C.  F.  TJood 

59  Board  of  Trade  Buil'ding,  141  West  Jackson  Boulevard 
Telephone,  Harrison  UyOO  -  Local  190 

Insp_ection  Efficiency  and  Board  of  Review  Branch  Office: 
■  -  ■"   In  'Cha rge ,  E.'  J.  Besiey  ' 

1132  WelDster  Building,  327  South  La  Salle  Street 
'^Telephone,  Harrison  4-700 -Branch  .^l  59 


CINCimTI,.  OHIO 

City  CoL'imittee: 
■  Chaim^an,  .:W.  H,  McMurtrey 

Clerk,  H. 'A.  Harlow,  210  Johnston  Building 

Joint  Office,  Johnston  Building.  Fifth  Street  "between  Walnut  and  Vine. 

Operating  Gorrimiti:3e:  ■  • 

CliS.irran,  J.  J.  Aheam- 

Head  Clerk,  George  3.  werming,  Rooms  208-209 
Telephone,  Main  1018. a.nd  U386 

Ivlarket  l\iev^^g  Service  on  "'^rui  ts  and  "Vegetables : 
iT  Cha rgerT~ir~Ah earn r  Rooms  208-209 

Telephone.  Ifein  1018  ana  U386 

Inspection  of  Perishahle  Foods:  . 

In  Charge,  Joh^i  M.  Rogers',  Room; 209  ' 
Telephone,  Main  U386  ;  ■ 

Federal  Q-rai"  Srp ervision : 

In  Ch£,rge,  barren  H.  Mdlurtrey,  Roon  210 
Telephone,  Main  3UO8 

Stock  Ya.rds'  Supervision  Branch  Office:      .         '    '   .  '  '       '  "  . 
In  Charge ,  2.  ?.  Brooks 

^9  Avenue  Hotel  Building',  3 119  Spring  Grove  Avenue'  ••'•*.; 

Telephone,  Wesu  U156  .   -  • 
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City -Ccxi^nittee: 

Q-haini-an,  Paul  "Earnes 

Clerk,  Miss  L^/dia  3".  Frey,  3^3  Irie  S-jildin=- 


Joint  Office,  5*^3  Srie  Building,  East  i'intn  Stree-t  and  Prospect  Averrae, 

Telephone,  Prospect  632  and  C;eni;ral- 752'* 

Cp erat ing  CorcTii  ttee : 

Cl-airns-n,  TJ.  P.  Johnson 
Head  Clerk, .  K^ss- Lydia  E.  ?rey 
Ivferket  Fe'.vs  Service  on  Pr^jdts  and  Ve^e tables: 


..  In  enlarge,  7'.  ?.  Johnson 
Inspection'  of  Peri sna'ole  Poodg: 

In  Cnarge.  Paul  W.  Barnes 
City  Clarke i:ing  and  Sistribut ion : 

In  Charge,  G-len-T7,.  McG^evT 
I.iotor  Tranpnortation: 


in  Chr.rge,  H.  ^.  Tatjen,.  Jr. 

Feder.al  G-rain  Super-zision  I'rarch  Office: 
In  Charge,  H.  F.  Prue 
709  Ill-jiEinating  Building 
T  a  1  eph  one ,  Main  ■  1"^1 6  • 

Stock  Yards  Supervision  Branch  Office^ 
In  Charge,  JohiA  M.  Seatolt 
27  Live  Stock  Exciiang-e  3x^11  ding 
'Telephone, 


COL'C!IBUS,  OHIO 

-Aferket  ITev;s  Service  on  Fr-alto  and  Vegetables  Branch  Office: 
In  Charge,  V/.  H.  Licsier 

303  liartlin  Building,  71  East  State  Street 
Telephone,  .  Main  Pi^cU  - 


Ivlarheting  Gotten  Seed  and  I^s  Products  Branch  Office: 
In  Charge,  W.  M.  !ife.ngum 

1305  Southwestern  Life  Insurance  Building 
Telephone,  i.!ain  6306 


^  11-  ^: 


DEM;!?,  -d^iDRADO  ■ 

'  -'Glty  Ooiriiiit-tee''" '•  '" 

ChairnB.n,  John  W._  'Dv'kes 
^         -  An  erkV  Miss  M-.  ■  S/ Banks,  500  Cooper -Building 
17th  and  Curtis  Streets 

Joint  Office  No.  1,  Cu.stom  Eouse  Building,  loth  and  Arapahoe  Streets, 

Telephone,  Chaiijia  3237 

-Operating  Cc-nnittee: 

Ghairrran,  Stiiart  L.  Sweet 
Head  Cler'z,  Mrs.  M.  D.  Davis 
Market  ITevv s  5 e r vi c e.'  6n " Vw.i t s  and  Ve ge ta"bl e s : 

In  Charge,  Stuart  L .  Sweet,  Room  305- 
Inspection  of  Perishxabla  Foods: 

In  Charge,  J-  M.  .Mosher,  Room  2h 
.  Telephone,  Chairpa  i+UyU 

City  Marlreting  and  Distrioution: 

In  Change  ,  Ralph  E.  Grahill ,  Room 
Telephone,  Ch^r.rpa 
Transportation  Pi  vis  ion: 
•  ■  ■  In  Charge,  .C  1.  J..  Kelber,  Room  2h 

Telephone,  Cha-pa  Wjh 

Joint  Office  iv'o.  2,  50O  Cooper  Building,  17th  and  Curtis  Streets, 

Telephone,  Champa  51^  ' 

Operating  Coirmittee:  ■  • 

Cl^irman, 

Head  Clerk,  Miss  M.'  S.  Banks 
Federal  Grain  Supervision: 

In  Charge,  Ephraiir.  A.  Hill Room  5^9 
Seed  Reporting  Service : 

In  Charge,  Johjri  W.  Dykes,  Rooms  50'^~503 

Market  Nev/s  Service  on  Live  Stock  and  Meats  Braiiih  Office: 

In  Charge,  R.  E.  Reynolds  •  ■  ■ 

2\h  Live  Stcck  Exchange,  Stock  Yards 
Telephone,  Champa  29S7 

Stock  Yards  Supervision  Branch  Office: 

li,!  Charge,  R.  E.  Reynolds  '         ' —"  •■  .  ■•■     ;  '  - "      - '  "v-.-   .  ■ 

21U  Live  Stock  Exchange,  Stock  Yards  -  -  ■. 

Telephone,  ■  Charrp)a  29S7 


-,.12-- 


,Dj;S..  lAOIKES ,  OTA  • 

Ivlarket  Nev/s  Service  on  'Fivits  and  'Vege tables  Branch  Office: 
In  Charge,  Clyde  E.  Eeard  . 

,21,5  United  States  Crort,: House,;  5th . and  Mulherry  Streets 

'  '  ■•"felephoheV, Walnut  1070    .         '  ' 

Iii£pect4.ori  of  Perishahle  Foods  Lra-nch  Officej_ 
'■      in  Charge,  Clyde  .E:  Heard  ' 

215  United  S  tates' 'Court  House ,  5th  and  Mulberry  Streets 

Telephone,  Tialnut  IO7O 

City  Ccirmittee: 

Chairjran,  Frank  A.  L.  Bloom 

Gle-rkj  Misg  .Huth  r-arfse,  312-316  Hacmond  3mlding 


Joint  Office,  5 12-31 6  Haixirvond  Building,  Griswold  and  Fort  Streets, 

Telephone,'  Cadillac  2113  and  Cherry  5c3d 

Cp  e  r a  r  in  gr  J  oinri  i  1 1  e  e : 

•0>iainr;an,  T.  C.  Bushfieid 

Head  Cle-rk,  Miss  Huth  :^irfee 
Market  Nev.'s  Service  on  Fruits  ahl  Vegetables: 
'         In  Charge,  T.   C.  EushfierdT 
In^spection  of  Perishable  Foods: 

In  Charge,  FrardcA.  L.  Bloom 
Cioy  iLzrketir^g  3nd  li retribution.: 

in  Charge, . Lolph  Berii 

Federal  Crrain  Supervision  Branch  Office: 
In  Charge,  Raipn  17,  Taylor 
605  Detroit  .Free  Press  Building 
Tel ephone'j  Cherry  337^  ' 


DITLUTH,  MimESOTA 

Federal  Q-rain  Supervision  Branch  Office: 

In  Charge,'?.  J.  Brittaiii  .  . 

Hooms  Sherwood  Building,  31S-320  West  Fir.srt  Street 

Telephone,  Melrose  55S5  '   ■  "    ^"  - 


FAST  ST.  LOUIS,  ILLINOIS 
(See  St.  Louis,  Missouri) 
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EAHGO,  'TORTH  DAKOTA 

Market  Ne'.vs  Service  on  Frolts  and  Vegetables  Branch  Office: 
In  Charge,  Pa-al  M.  v^illiams 
Hook  B-ai Icing,  ol^.  Second  Avenue '  i^orth 
Telephone,  3235 

Inspection  cf  Perisha,ble  Fcods  Branch  Office" 
In  Charge,  Pa-al  M.  TJillianis 
Eo ok  Building,  S19  Second  Avenue  -Tor th 
Telephone,  3235.  .•  •  .  - 

ITote:     The  Fargo  office  -  "both  projects  -  will  "be  discontinued 
effective  --vith  March  3I;'  1919 • 


FOIID  DU  LAC,  WISCONSIN 

Market  Ilev/s  Service  on  I)air,7  Products  Branch  Office: 
In  Charge,  J.  3.  McC ready 
15-21  Shehoygan 
Telepnone,  1C02 


FOHT  T'OHTH,"  ISXA-S     •  •  .- 

Oity  ConiTiittee: 

C:iaim-a",  L.  Schultz 

Clerk,  !as3  Alice  E.  Pulliam,  506-5OS  Moore 
Building,  10th  and  Main  Streets 

Joint  Office  No.  i,  Mcore  Building, '  10th  and  Main,  Streets-  •    --  - 

Telephone,  Lans-r  7102. 

Operating  Coiinnlttee:  '        .  -  ■ 

Chaimsn, 
Eead  Gler!.;, 

Iferket  News  S e r v i c e  on  Fruits  and  Vegetaole s : 
~     In  Charge,..  Willis  C.  Pussell,  Pooms  50^-503 
ins"Dect:.on  of  Perishaole  Foods:  , 


In  wh^,rge,  L.  Or.  Schultz,  Poem  505 
Transrorta^ion  Division: 


.  In_  Charge,  J.  Z.  Stuohiefield,  Pooin  5C-5 


Joint  Office  No.  2,  Live  Stock  Exchange  Smlding 

Operating.  Ccrnmittee:  .        -  , 

ChaiiTran 
Head  Clerk,  . 
Iv'iarket  K'ews  Service  on  Live  Stock  and  Meats: 
In  Charge,  Vernon  S.  Foster,  F.oor.  2C4 
Telephone,  Prospect  7^2 
Stock  Yards  Supervision: 

In  Charge,  G.  E.  King,  Room  20 U 
Telephore,  Prospect  7^2 
Hay  ana  Feed  Markej:  Reporting  Service 

In  Charge,  C-.  C.  Tneeler,  F.oor.  2C5 
Telephone,  Prospect  337 

Federal  C^rain  Supervision  Branch  Office: 
In  Charge,  Jair.es  B.  v?allacs 
511  First  National  Bank  Building 
Telephone ,  Larrar  3377 


i^L".rFSTON,  TEXAS 

Federa,l  Grain  Svipervision  Br?.nch  Office: 
In  Charge,  Herbert  L.  Binl.le:.- 
222  Security  Building 
Telephone,  2 S3 2 

G-EESTEY,  CCLORADO 

Market  News  Ser-rice  on  Fruits  and  Vegetables  Branch  Office: 
In  Charge,  Herbert  E.  I.mnger 
21U  Post  Office  Building 
Telephone,  Greeley  302 

.    HARTFOEB ,  -  CO-}®ffiGTI CUT 

City  Market irig  aitd  Diatricution  Branch  Office: 
In  Charge,  Harold 'S.  SchwerJc" 
30s  Church  Street  . 
Telephor^.e,  Charter  3^3^ 

(Mr.  Schwenk  at  Hartford,  Mondays,  Wednesdays  and  Fridays: 
All  nriil  should  he  sent  to  Hartford.) 
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:  SCUSTON,  TEXAS 

Inspection  of  Perislnable  Foods:  .' 

In  Charge,  Charles  D.  Shirle.y 

307  Sor.thern  Pacific  Building,  Franklin  and  Travis  Streets 
Telephone,  Preston  3123 

Market  Ksv/s  Service  on  Fru.its  and  Vegetables: 
In  Charge,  H.  S.  Lnmhard 
.  307-305  Southern  Pacific  B-ailding,  Pranl-din  and  Travis  Streets 
Telephone,  Preston  3123 

Note:     The  Houston  office  of  tha-IVlarket  News  Service  on 

Fr^jdts  and  Vegetables  project  v/ill  "be  discontinued 
effective  'v'^ith  March  20,  I919. 


INDIAMPOLIS,  IISDIAEi 

City  Consiittee: 

Chairiran,  E.  E.  McUulty 
Clerk, 

Joint  Office,  11C2-1103  City  T-ust  Building,  Telephone,  Main  08^3 

Op  e  ra  t  ing  C  onim  i  t  tee : ' 
Chainraii. 

Head  Clerk,  '  ■     ■  . 

¥b. rks t  I~ev7s  Service  on  Fruits  and  Vegetables: 

In  Charge,  E.  B.  KcNulty 
Inspection  of  Perishable  .Foods:  '  • 


in  Charge,  Harry  Arenz 

Federal  3-rain  STj^^er'v'ision  Branch  Office: 
In  Charge,  Ralph  B.  Wcolsey 
827  Board  of  Trade  Building 
Telephone,  h!ain  2322 

Stock  Yards  Sfper\"ision  Branch  Office: 
In  Cl-iarg'3,  Lewis  G.  Bailej^ 
35-3 C'  Li"-.  ':)tock  E:c change  Building 
Telephone,  Iviain  1301 
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J^.CXSON"ILLE,  FLOHim 

Iv^rket  Ne'vs  Service  en  Fruits  a^..d  Vegstaoles: 
In  Charge,  D.  W.  Haas s 11 • 

907-911  Eiscee  Building,  ^l--+3  TJest  Forsyth  Street 
Telephone,  E3II  763O 

Ins"oection  of  Perishable  Foods: 

In  Charge,  D.  W.  Hadsell  '      .  . 

907-911  Eisbee  Building,  -rl-U^  West  ForsTth  Street 
Telephone,  Eell  769C 
-  ,-.        Note:  The  I.iarket  Fev.-s  Service  on  Fn.-its  and  Vegeta*::les  Office 

v;ill  be  discontinued  v:ith  Ivlarch  3I,  1919- 

■  'TA¥SI\^S  CITY,  MISSOTTEI 

■  Git/  Coismittee: 

Cliainran,  3?m  H.  Eajr 
Clerk, 

Joint  Office  ITo.  1,  Postal  Teiegraph  Building,  oth  and  Eelav;are_  Streets 

Op  3 ra  ting  C  onr. i  1 1 e e : 
Chairir.an, 
Head  Clerk, 
Federal  G-rain  Supervision: 

In  Charge,  Joshua  1.1.  Chilton,  Hoom  ylO 
Telephone,  Iviain  Vblo 
Gra  iii  5  uan da  r  ii  za  t  i  on : 

In  Charge,  J.  D.  .Morgan,  Room  303 
Telephone,!  I^ih  4^53 
Hay  and  Feed  Market  F-eportihg  Service 
In  Charge,  C.  P.  Martin,  Soor.  302 
Telephone ,  Ivia'in  '4157 
Seed  Peporting  Service: 

In  Charge,  vj.  Fred  Kellogg,  Eooin  3C2 
Telephone,  Ivain  4-157 

Joint  Office  ITo.  2.  Eailway  Exchange  Building,  7th  and  W^-lnut  Streets 

Operating  Co::r-itte3: 

Chairina.n,  Jared  H.  Tlio!ra.s 

Head  Clerk,  Miss  Hasel  M.- Bay,  Socms  Z12-21K 
-vlarket  He'-vs  Service  on  Fruits  and  Vegetables 

In  Ciiarge,  Jared  H.  Tho~as,  F.oo~s  212-21^- 
Telephone,  Bell  I.Iaii-.  2lU2 
Inspection  of  Perishable  Foods: 

In  Charge,  L.  J.  T'eishiaar,  Hoom  212 
Telephone,  Home  Ikin  7953 
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Market  Nev's  Service  on  Live  Stock  and- Meats  Branch  Office; 
In  Charge,  Sam  H.  Ha-y 
96^+  Live  Stock  Exchange  Building 
Telephone,  Bell  Main  I5U7,  Home  Main  IQU5 

Stock  Yards  S-apervision  Branch  Office: 
In  Charge,  Sam  H.  Ray 
96U  Live  Stock  Excnange  Building 
Telephone,  Bell  Main  15^7,  Home  Main  I945 


AMSTER,  PSm'SYLVAITIA 


!.(^rket  News  Service  on  Live  Stock  and  Meats  Branch  Office; 
In  Charge,  C.  E.  Brashear 

535  Woolworth  Building.    Mail  address.  Box  50S 
Telephone,  Lancaster  2bUs  (Bell)  ■ 

Stock  Yards  Supervi sicn  Branch  Office: 
In  Charge,  C,  E.  Bra.shear 

536  Woolworth  Building,  Miail  Address,  Box  5O8 
Telephone,  La^icaster  2tUs  (Bell) 


LOS  ANGELES,  CALIEORITIA 

Ci.ty  CoiTuTiit tee: 

Chairnran,  F.  P.  Allen 
Clei'fc,     .     .  \ 

Marks News  Service,  on  Eruits  and  Yegetahles  Branch  Office: 

District  Representative  on  Pacific  Coast,  0.  Y/.  Schleussner 

20b  Wholesale  Terminal  Building,  I30U  East  7th  Street 
In  Charge  Local  Office,  H.  H.  Warner 

20^-208  Ifholesale  Terminal  Office  Building,  130U  East  7th  Street 
Telephone,  Pico  5^91 

Inspection  of  Perisl-iaole  Foods  Branch  Office: 
St^jervising  InsTDector,  0.  W.  Schleussner 

~206  Wholesale  Terminal  Building,  130U  East  7th  Street 
In  Charge  Local  Office,  H.  H.  Warner 
Telephone,  Pico  3691- 

Market  Nev/s  Ser-dce  on  Live  Stock  and  Meats  Branch  Office: 

In  Cl^arge,  E.  P.  Allen  .     -   •  ■  ■    .  .- 

701  International  Bank  Building,  ■  .    -    '  ■ 

Telephone,  Pico  1U63  ;      ..J  . 
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LOTJISVILIE,  KEr~JCXr  '  " 

rederai  G-ra,in  Supervisicn  Eranch.  Office: 
In  Cha.rge,  R.  P..  Sa-anders 
27  Soard  of  Trade  Building 
Isie-jlione,  I.lain  1S7^ 

Si-ock  Yards  Siipsrvision  5ran.ch  Office: 
In  Charge,  v7.  V/,  Stockton 
225  Live  Stock  Exchange  5-uiiding 
T'elepkone, 

IvIE?^?HI3..  TmiESSEE 

City  Cons:;ittee: 
■  Cliairinan, 
Clerk, 

Joint.  Office,  Exchange  Building,  Madison  and  Saccnd  Streets 

0-c  era  ting  Corriri  t  tee : 


i^nairrnan. 
Head  Clerk, 
rkat  ITe'.vs  Service  on  Pniits  and  Vegetables: 


In  Charge,  J.  Harold  Hoover,  Hocnis  601-6C3 
He  1 ephone ,  Ma  in  7  5  b 
iTcte:  The  I-eirphi^  office  of  the  IJarket  News 

Servxce  on  Fraits  and  Vegetaoles  project 
will  Ve  discontinued  with  Farch  J;!,  19^3- 
Infrpectior.  of  "Perishacle  ?oods : 

In  Charge,  J.  H?,rold  Hoover,-.  F.ocrrs  SGl-bC3 
i'?le:7hone,  ilain  79  ^ 
Federal  Gra-n  S'or;3rvision: 

In  Charge,  Sd.  ICelser,  Eocm 
.  .  Telephone , 'i^!a in  223*4 

Cotton  liandling  and  T/iarketing  Branch  Office: 
In  Charge,  No  assigrjsent 
IOCS  Fa:::„  Building 
:  Selevhons 


MILWAUKEE,  WISCONSIN 

Federal  C-rain  Supervisi-^n  Branch  Office: 
In  Chjirge.  John  K:  Ed'^rds 
513  ^ells  Euildir-g,  122  li»isconsin  Street 
Telephone,  Brcadvvay  1100 


Mim^yPOLIS,  MimiESOTA  . 

City  Cciiiri  ct9.e:  . 
'  ' "       •Chairtcan-,  H.  C.  Miller 

Clerk, 

Joint  Office  No.  1,  Flour  Ex charige  Building,  Corner  Third  Street 
_  ,      _   .,,  and  Fourth  A venu.e,  Soiita 

Operating  Corrmitteet 
Ohairrran 
Hea.d  Clerk 
Federal  Grain  Supervision: 

In  Charge,  E.  C.  Miller,  Eoom  32b 

Telephone,  Nicollet  209I;  Automatic  3697? 
Hay  and  Feed  Ma.rlze.t  Reporting  Service: 
In  Charge,  E.  E.  Smith,  Rocm  320 
Telephone,  ITi collet  10 60 
Seed  Reporting"  Service: .    .  .  .  _ 

In  Charge,  W.  oT^itcomh,  Eooin  320  ^ 
Telephone,  Nicollet  lOoO 

 G-r a  i r  o  tanca  r di  za. 1 1  cn : 

.        In  Charge,  Charles  R.  Haller,  Eocm  UOO 
Telephone,  ' ' 

Joint  Office  No.  2,  Market  State  SarQ?:  Building,  Second  Avenue  No 

and  7 t^i  Streets 

Operating  Coinnittee: 

Chairujan,  C.  L.  Pier' 
Head  Clerk,  J.  J.  MoLane 
Ife rket  Ne'.vs  ,Se r vice  cn  Fru.its  and  Vegetables : 

In  Charge,  Benjamin  Jelinek,  Rooms  302-303 
Telephone,  Nicollet  ^OS;     Cedar  79^ 
Autoixati-c  3IIS5  ■ 
Inspection  of  Perishable  Foods:.  ' 
In  Charge,  F.  E.  Elun'oer,  Room"302 
Telephone  r-Nicallet  U50S  , 
Iferke t  Fevvs  Service  on  Eairy  Products: 
'In  Cliarge,~c7T,  Pier,  Ecom.302 
..  ..  Telephone,  Nicollet  .  4505 ;  Cedar  79^ 

Transporta.tion  Division:. 

In  Charge,  V,'al-oer  EI.  Seidel,  Room  302. 

-  .,    .,Tel-ep-hone,- .M-cGllet  UpOS;  Cedar  794 
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m SEVILLE ,  TEimiS SEE 

Federal  Grain  Supervision  Branch  Office: 
In  Charge ,  R.  C.  Mill 

SO7  Independent  Life  Building,  5 -'Avenue  and  Chiirch  Street 
Telephone,  Mam  2630 

Ptock  Yards  S-upervision  Branch  Office: 
In  Charge,  Henry  W.  Challis 

8O9  -ndepend.ent  Life  Building,  5th  Avenue  and  Church  Street  . 
Telephone,  Main  2H'g  - 

milOlJAL  STOCK  Y/VSDS,  ILLlITOl'S  "... 
(See  St.  Lcjis,  Missouri) 

■  KBW;  H/IVEF  ,  -  -COmvECTICUT 

City  Marketing  and  Jistrioution  Branch  Office: 
In  Charge,  oarreto  M.  Stack 
Puhlic  Lihrary 
Telephone,  Liberty  32C3 

(Mr.  Stack  at  Hew  Haren  Tuesdays,  Thursdays  and  Saturdays 
All  irail  should  oe  sent  to  New  Havsn,) 


UEW  OELEA^TS,  LOUIS IA114 

City  Corr-TTiittes: 
Chai  rrran , 
Clerk, 

Joint  Office,  Metropolitan  BarJc  Building,  Cainp  and  Po;mras  Street 

Operating  CoTnmi ttee: 
Cha,ir.ra.n,. 
■  Head  Clerk, 
Market  IJews  Service  on  Fruits  and  Vegetables : 
In  Charge,  E.  H.  Lister,  F.ocn^s  51^-'-3-5 
Telephone  5 ITS 
Inspection  of  Perishacle  Foods: 

In  Charge,  F.  H.  Lister,  Rooms  31-+-3j-f 
Telephone  317S 
Federa.1  G-rain  Supervision: 

In  Charge,  S.  H.  L ins se,  Room  5^3 
iTelephone  3131 
Grain  Standardisation: 

In  Charge,  C.  H.  Bennett.     Roozn  503 
Telephone  3^31 
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Cotton  Futures  Branch  Office: 
In  Cha,rg2,  F.  ¥.  Knigjat 
Room  '^O'J,  A'bTa,'ha,m'''3v.ilding 
Telephone,  Main  55-- 


City  Cornmi'ctee: 

Chainiian,  A,  Dexter  G-ail,  Jr. 
Clerk,  P.  L.  Gray 

Joint  Offics,  Fruit  Trade  Building,  20 4  Franklin  Street 

Telephone,  Franklin  S65O 

'^1-'  ^    t  i  ng  C  omnii  1 1  e  e :  . 

Chair-ran,  ili  Dexter  Gail,  Jr. 

Head  Clerk,  P.  L.  Gray,  Room  UOC 
S^^rket  N^vvs  &e""viC9  nn  Fruits  and  Vegetables: 
~       In~0harge7  A.  Dexter  Gail,  Jr.  Room  UoU 
Inspection  of  Pgri  shable  Foods: 

I  p.  Charge,  E.  L.  Markell,  Room  ^11 
Ivlarl.et  News  Servi ce  on  Live  S ti^ck  and  Mea ts : 

In  Charge, ~H.  ?-  Morgan,  Roon  40$ 
Stock  Yards  S-gpervisiont 

In  Cha-rge,  H.  D.  Xnoop,  Room  U17 
]\fe-rket  News  Servi c e  on  Dairy  Products : 

In  Charge,  A.  C.  Ding-wall,  Room  U09 
Transioc-rtation  Division: 

In  Cl.arge,  F.  E.  Matthews,  Room  UoC 

Federal  Grain  S-jpervision  Branch  Office: 
In  Gha r g e ,  Laur e 1  Duva 1 

Room  IbCy  Lord's  Coi-'rt,  27  ?^illiam  Street 
Telephone,  Broad  U27U 


HOETH  PORTLAITD,,  OREGON 
(See  Portland,  Oregon) 


CKLAHCra  CITY,  OXIAHOFiA 


Ci  ty  Ceroid  ttee: 

Chairman,  Carroll.       de  Scuehet 

Clerk,  Miss  Miriam  lla thews,  ^02  Patterson  5-j.ilding, 
Telephone,  Walnut  Z2SU 

Marhet  Lews  Service  on  Fraits  and  Tegeta'Dies  Branch  Office: 
In  Charge,  C.  F,   de  Sonchet 
1206-1207  Col  cord  E-aalding 
Telephone,  Magpie  3^5^ 

inspection  of  Perishaole  Foods  Branch  Office-. 
In  Charge,  C.  F.  de  S cachet 
1206-1207  Colcord  Building 
Telephone,  Maple  5^54- 

Note:     The  Oklahoira  City  "branch  offices  of  the  two  projects, 
Market  iTev.s  Service  on  Fro.i  cs  and  Vegetables  and 
Inspection  of  Perishaols  Foods,  will  be  discontinued 
with  March -20,  IS^S- 

Federal  Grain  Supervision  Branch  Office: 
In  C".-iar~e,  ifeyne  D.  i.'ia thews 

502  Patterson  Building,  320  West  Tlain  Street 
Telephone,  ^^alnoit  22S^ 


0:>-F^HA.....l^R/^-SXi<. 

City  COiTmittee: 

■    Chaim^n,  B.  B.  Jones 

Clerk,  Evelyn  Pc.  TTalker,  U37  --eeline  Building 
Telephone,  Douglas 

Market  News  Service  cn  Fruits  and  Vegetables  Brands  Office: 
In  Chs,rge,  B.  3.  J  ones 

U37  Ileeline  Building,  17th  and  Harley  Streets 
Telephone,  Douglas  U^O 

Inspection  of  Pe.-:  sl-^able  Foods  Branch  Office: 
In  Charge,  3.  3.  Jcnes 

U3b  ICesline  Building,  •17th  and  Earley  Streets 
Telephone,  Douglas  4400 

Federal  Grain  Supervision  Branch  Office: 
In  Charge,  TJalter  Fo-.vler 

73s  Brandeis  Building,  l6th  and  Douglas  Streets 
Telephone,  Tyler  2632 
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Lferket  ITevirs  Service  on  Live  Stock  and  Meats  Branch  Office: 
In  Charge,  S.  H.  Schroer 
31s  Live  Stock  Ex ch^ange  Builo-ing 
Telephone",  Soutii  U2l6 

Stock  Yard's  S-,pe  r  vis  ion  Branch  Office: 
In  Charge,  E.  H.  Schroer 
3I0  Li-'-e  Stock  Sxcha-nge  Building, 
Telephone,  South.. ^21 6  _  ■  ,  ■'. 


PEOFIA,   ILLIJTOIS  • 

Eadera.l  G-rain  Supervision  Branch  Office: 
In  Charge,  James  A.  LeRoj 

fC9  Lehjrarjn  Building  ■  ■  . 

Telephone,  Main  6152  .  ■  . 

* 

PHILADELPHIA,  PENI'SYLVAITIA 

Citj  Conmittee: 

Chairman,  Edward  M,  Ssifert,  Jr. 
Clerk,  Miss  IV'Iary  E.  Rieger,         Bourse  Building, 
Telephone,  Lom'oard  ^5"^^  ■   ~ ' 

Joint  Office,  Bourse  E-uilding,  Uth  and  '^t-a  hetween  Ludlow  and  Ban  stead 

Op.  e  r a  t  ing  C  c:jn  i  1 1  e  e :  -  ■ 

■  Chairinan,  Edv;ard  M.  Self  art.  Jr. 
Head  Clerk,  Miss  i/ery  E.  Eieger,  Poon  30S         .•  • 
Market  Nev? s  S ervice  on  Li ve  Sto ck  and  Meats : 

In  Charge,  John  A.  Burgess,  Poom  311;  Telephone,  Lomhard  ^373 
Ma,rket  Hews  Service  on  Friii  ts  and  Vegetables: 

In~Charge7"^(te?ard  M.  Seifert,  Jr.,  Hoct.  308 
Telephone,  Lomhard,  ^5"^^ 
Inspection  of  Perishahle  Foods: 

In  Charge,  A~L.  Willia.m3,  Poon  305 
.      Telephone-,  Lombard  ^576 
■  MhE^^j"  -il-^ki  Service  on  Dairy  Prodr'-cts: 

In  Charge.  Leon  E.'  Gay+ord,  Pooir.  312 
Telephone,  Lombard  ^575 
City  I'-Iarke-cing  and  Distribution: 

In  Charge,  Howard  L.  Russell,  Room  31^' 
Telephone,  Lombard  ^573. 

Eeieral.  3- rain  Supsrvision  Branch  Office:  .  .  ' 

In  Charge,  S.  C.  IToll 

37s  Bourse  Building,  ^th  and  5th  between -Ludlow  and  Ranstead 
Telephone,  Lombard  U345 


pixTSBUHGK,  pe::fstt,vak[a 


City  Cc^jmittee: 

Chairnar-,  F.  C-.  F.ob"b 

Cle:-k,  I'.iiss  HcsexAmdursky,  3^2  Hellerns-n  5-ailding. 


Joint  Office,  Ksllarmn  B-j.ili.ine:  Ictb.  Street  and  Pennsylvania  Avsnue 


Market  ile'vs  Service  on  Live  Stock  and  Meats  Branch  Office: 
In  Charge,  Cri.  Seaucharrp 
913  Bes33n.er  Biiilding 
Telephone,  Pell  Court  1520 

Stock  Yards  S-apervi^icn  Branch  Office: 
In  Gha.r2s,  Jrhn  D.  LevT.s 
915  B3Esen:er  B-ailding 
Telephone,  Bell  Court  i2ZG 

Federal  Grain  S-upe'rris-:.on  Branch  Office: 
In  Charge,  T.'m.  F.  Shanahan 
613-615  'wabash  PuiMirg 
Telephone,  Bsli  Court  10i^9;  P.  &  A.  Fain 


PORTLAKD,  0?J:3v)iT 

City  Corrrcittee: 

Chairran,  H.  A.  ifertin 

Clerk,  Mrs.  Gladys  Bald.vin,  3IS  "^ost  Office 
Buildi'-.g,  Telophor.e,  Broadly  53^2 


Joint  Office,  319  Post  Office  Building,  Telephone,  Broc.ivE:y  ^32 


Operating  Connrittee r 


Chairrnan,  7:  3otb 

Eeaa  Clerk,  Miss  Rose  Amdursky,  Hco-n  3*^2 
Telephone,  Grant  2576 


Market  17ev;3  Service  on  F raits  and  Vegetables: 
In  Charge,  F.  li.  ^leeoler,  Hcoms  3-2-303 
Telsplione,  Grant  2576 
Inspection  of  Ferisliaole  Foods: 

In  Cnarge,  ?.   G.  ."Roth,  Hoct.  304 
T  e  1  ap  h  one ,  G  ran  t 


Operating  Committee: 

Chainr>ari7  H.  A.  Martin 
Head  Clerk,  Mrs.  Gladys  Baldvvin 
Federal  Grain  S~jpervi  sicn: 


Grain  o tandardi nation : 

In  Cnarg3,"C.  G.  Puth 
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Market  News  ServiC3  on  H^-irj  Predicts  Sranch  Office: 
In  Charge,  L.  M.  Eavis 

^?-rU03  Oregon  Bui.laing,  5tli  and  Oak  Streets 
Telephone.  5road:way  2133 

Market  News  Service  on  Fruito  and  Vegeta'bles  Branch  Office: 
In  Charge,  H.  L.  Ringer 
^10  Oregon  B^ailding,   ^th  and  Oak  Streets 
Telephone,  Broad:vva-y  2135 

Inspeccion  of  Perishable  Pools  Branch  Office: 
111  Charge,-  Fl.  L.  Singer 

^10  Oregon  Building,  3vn  and  Oak  Streets 
Telephone,  Broad:^ay  2135 

r/Iarkz^t  IVws  Service  on  Live  Stock  and  Meats  Branch  Office: 
In  Charge,  C.  E.  G^iDhons 

310  Live  Stock  Exchange  Building,  ITorth  Portland 
Mail:     Bcz      ,  North  Portland 
Telephone,  Wcoalavvr.  2^00. 

Stock  Yards  S-per'/ision  Br8.nch  Office: 
In  Char g3,  James  Christ3nsen 

3 IS  Live  Stock  Exchange  Building,  Forth  Portland 
Mail:     Box  36, .  North  Portland  .■ 
Telephone,  VVodlawn  2':00 


PB0VIE3]vGE,  SriOnti;  ISLAHT 

City  I^arksting  and  Distribi.it ion  Branch  Office: 
In  Charge,  xt./rry  P.  Cen-nej 
!t16  Federal  Imlding,  Exchange  Place 
Telephone,  Union  5520,  Si:ation  34- 


ST.  JOSEPH,  MISS OUEI 

Stock  lards  Sn^ar-ision  Branch  Office: 
In  Charge,  B^n  LI.  Bell 

410  Live  Stock  Exchange  Building,  South  St.  Joseph,  Missour 
Telephone,  South  153 
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ST.  L07IS,  Missoimi 

Citj  Committee: 
-Glaairnan, 

Clerk,  Elmer  R.  Jones,  U13  Old  C-astoz:  Ecuss 

Joiiit  Office,  -Q'ld  Custom  Ko-ase,-  Third  and  Olive  Streets  ■ 

Operating  Committee: 

Clxainian,  Fred  T.  Bryan 
Head  Clerk,  Elmer  R.  Jones,  Room  I1I3 
■     Telephone,  Ol'ive  1112 
Market  I'Tevvs  Service  on  Erixits  and  Vegetables: 
In  Charge,  Lorain  H.  3ro".yn,  P-com  ^40C-; 
Telephone,  Olive  ^7^1 
Inspection!  of  Perishable  Foods : 

In  Charge,  Fred  T.  Bryan,  Room  ^13 
Telephone,  Olive  1112 

Federal  G-rain  S-opervision  Branch  Office: 
In  Charge,  Charles  B,  Barron 
317  Pierce  Prdlding,  Fourth  and  Pine  Streets 

Telephone,  Olive  5330 

Market  News  Service  on  Live  Stock  and  Meats  Branch  Office: 
In  Charge,  V.".  C.  Ellis 

60-61  Exchange  Building  No.  2,  East  St.  Louis,  Illinois 
Telephone,  Bell  East  256o 

Stock  Yards  Svpervision  Branch  Office: 
In  Charge,  T7.  0.  Ellis 

6O-6I  ExchT,nge"  Biailding  ITo.  2,  Ikst  .St.  Louis,  Illinois 
Telephone,  Eell  East  266O 

ST.  ?i\UL ,.  MIN27ESOTA 

City  Committee: 
'  CLainmn, 
Clerk, 

City-  Marketing  and  Biatrirut ion  Branch  Office: 
In  Charge,  Meivin  A.  Russell 
U03  Baltl-nore  Building,  15^4-  East  7th  Street 
Telephone,  I^ortbvestem,  Cedar  6322 

Market  Ne'.vs  Service  on  Live  Stock  and  lueats  Branch  Oi'fice: 
In  Charge,  Don  J.  Slater 

523  Live  Stock  Exchange  Building,  South  St.  Paul 
Telephone,  Concord  565 

Stock  Yards  Si-5)-3r"vision  Branch  Office: 
In  Charge,  Bon  J.  Slater 

523  Live  Stock  Exchange  Building,  South  St.  I^uL 
Telephone,  Concord  5-5 
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SALT  LAZE  CITY,  UTAH 
Joint  Office,  Hess  Building,  28  TJest  Second  South.  Street 

Operating  Coin-gsittee: 

■  Chairiran, ■  K.'  E.  Waterourv" 
■      ■  >.  -Head  Clerk,  Miss'  Vera  "Vi/hi  te ,  Ho  cm  .U23 
'  Telephone,  l?/asatch  38'-.^ 
Iferket  Hewg  Service  on  Live  Stock  and  Ilea ts : 
In  Charge,  C.  M.  Pipkin,  Room  42 i+ 
Telephone,  Wasatch  9-^52 
Stock  Yards  Supervioion:  ,  '  ' : 

In  Charge.  C.  M.  Pipkin,  Boom  U2U 
Telephone,  Wasatch  9^52 
Pgderal  Grain  Suoervision: 

In  Charge,  T!/al ter  J.  Morgan,  Hoom  k2.^ 
Telephone,  Wasatch '3 3'4C 
Conservat i on  of  Jo c d  P r o ducts  in  Transit  and  Storage 
In  Charge,  H.  E.  Waterbury,  Room 
Telephone,  Wasatch  9052 


SAiT  PPJ^NCISCO,  CALIFORFIA 

City  Comn:ittee: 

Gha i nran ,  S .  H .  Bo ddinghovis a 
Clerk,  ■  '  ■ 

Join'c  Office  iJo,  1,  Consular  Building,  5IO  Sattery  S tree■6- 
(^_era^iJ^g__Co^rTI^  ctee:  ■     ,  '• 
ChairrK^n ,                    ■             .   .    \  \  . 
Head  Clerk 

Market  ITev.'s  Service  on  Prj-its  and  Vegetahles: 

In  Charge,  3.  H,  Boddinghcuse ,  Eoon.s  313-323 
TeleT)hone,  Sutter  1527 
Inspection  of  Perishs.hle  Foods:  - 

In  Chc^rge,  S.  H.  Bcddinghouse,  Roorr.s  315-323 
Telephone,  Sutter  1527 
Bferkat  IJ&'TfS  Service  on  Dairy  Produ-cts: 

In  Cliarg7,~0;  WTllolmes,  Rooiiis  315-317 
Telephone,  Sutter  I527;  1528 
Transp  0  r ta  t i on  Di i  s  i  on: 

In  Charge,  I.  IT.  Randall,  Room  317 
Telephone,  Sutter  1527 
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Joint  Office  i7o .  ?-,  Palboa  Suilding.  593  ferket  Street, 
Telerhor.a ,  Sutter  152? 

Op  e  ra  t  r'-tig  C  orsrd  1 1  e  e : 

Cha  i  rrran 

Head  Olerk 
Seed  Espcrting  Service: 

In  Charge,  3.  S,  Lawrence,  P.ccni  S07 
I'/iarket  News  Service  oii  Livs  Stock  and  Heats: 

In'cEarge,  _E.  E.  Niccclls,  Roor: 

Federal  Grain  S-coervision  Branch  Office: 
In  Cha-rge,  James  lAcSenzie 

1151  Merchants  Exchange  Building,  Caiifcmia  Street 

Telephone;  S-.-tter  7^5°  ■ 

Hay  a,nd  i'eed  I'.fe,rket  Ileporting  Service  3ranch  Office: 
In  Charge,  !Villia?n  C.  Farrell 
-iZlb  I.lerchaiits  Exchange  Building 
Tei-epiiohe . 

SEATTLE,  77ASHI17C-T0:T 

Federal  Gr^i-in  Supervision  Branch  Office: 
In  Charge.  3.  Tfhiticck 
230*4  L.  C.  Smith  Building 
Telepncne,  Elliott  23 7S 


siol^  city,  lom 

Stock  Yards  Supervision  Branch  Office: 
In  Cliarge,  Albert  L.  Price 
12g  Live  Stock  Exchange  Building 
Telephone,  Autoimtic  ^C23 


SOL^H  ST.  JOSEPH,  MISSOURI 
(See  St.  Joseph) 


SOUTH  ST.  PAUL,  MINNESOTA- 
(See  St.  Pa^al) 
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SPCmiE:,  WASHIHGTON 

City  Ccnr;iitt;ee: 

Chairman,  George  K.  Landers 
Crerk,  Mrg.  LolaB.  Gerry,  542^  Post 
Office  Building 

Joint  Office,  Chamber  of  Cormnerce  Building,  Washington  Stree 

Telephone,  ikin  U09S 

Operating  Coinnittee ' 

Clia,  i  rrr.an ,  V e  rnon  P  .  Favvc  e  1 1 

Head  Clerk,  Mrc>.  Lola  B.  Geri^' 
Federal  Grain  S-jpervisi on: 

In  Clia.rge,  George  K.  Landers,  P-oom  51^ 
Seed  Ft  sporting  _  Servi  C3 : 

In  Charge,  Vernon  P.  Faivcett ,  Poom 
Hay  and  Feed  ¥2irhe t  Repo rting  Service 

In  Charge,  AlDrahani  Rickles,  Room  512 

Market  ITews  Service'  on  Fruits  and  Yegetahles  Branch  Off icei 
In  Charge,  ?ii'illiam  H.  Wicks 
i+2U  Post  Office  Building 
Telephone,  Main  ^992 

Inspection  of  PerishaLls  Foods  Branch  Office.' 
In  Charge,  V'illiair.  H.  Ui/icks 
U2'4  Post  Office  Building 
Telephone,  I/^ain  5-!99S 


SPRINGFIELD,  'MASSACHUSETTS 

City  liferketing  a.nd  Distribution  Branch  Office: 
In  Cliarge,  George  W.  Porter 
Room  209  -  2h\  Ivkin  Street  ■  ■    ' ' 
Telephone,  Walnut  IIU6 


TOLEDO,  OHIO 

Federal  Grain  Siipervision  Branch  Office: 
In  Ciftai'ge,  C.  L  .  Cannon  ■  ■  ' 

Room  2009  -  Second  National  Bank  Building 
Telephone,  B/^in  I909 
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Market  News  Service  on  Live  Stock  and  Meats  Branch  Office: 
In  Charge,  E.  V.  Baker 
Room  213,  Seventh  Street,  N.  W. 

Telephone,  Main  465O  -  Branch  315 

Inspection  of  Perishable  Foods  Branch  Office: 
In  Charge,  H.  E.  Eranr.er 
Room  fjQE,  1355  B  Street,  S.  ?J. 
Telephone,  Fiain  U65O  -  Branch  210 

City  Marketing  and  Dis tribaticn  Branch  Office: 
In  Charge,  Dana  0.  Merrill 
Room  508,  135s  B  Street,  S.  W. 
Telephone,  Ifein  4550  -  Branch  3 IS 


W;.TERBOY,  COITMECTICITT 

City  Marketing  and  Bi s tricution  Branch  Office: 
In  Charge,  Harold  3.  Sch'.veiik: 
Care  I'arm  Bureau;  City  Hall 
Telephone,  33^0 

(Mr.  Schwenk  at  'Tatertuxy  Tuesdays,  Thursdays  and  Saturdays: 
All  rr.ail  should  "be  sent  to  Hartford  address) 


WICHITA,  KANS.\S 

Federal  Grain  Supervision  Branch  Office: 
In  Giiarge,  Robert:  D.  Jarboe 
513  Sedgv/ick  Building 
Telephone,  Market  3503 


TORCESTER,  M.^SSACx7JS£TTS 

City  Iferketing  and  Fistribution  Branch  Office: 
In  Charge,  George  W.  Porter 
Farm  Bureau,  11  Foster  Street 
Telephone,  Park  U32S 

(Mr.  Porter  at  TTorcester,  Tuesdays  and  Thursdays; 
All  mail  should  be  sent  to  Springfield  address) 


YAKTM-,  WASHINGTON 

Conservation  of  Food  Products  in  Transit  and  Storage  Branch  Office: 
In  Charge,  F.  f.  Allen 
S2U  Miller  Building 
Telephone,  6U3 


STATE  COOPEM'IOH  IK  TMCETING 


Arka-nsas:      '  \  •  John  H.  Tull ,  '  ■ 

■■     •  ■  ^  Field  Agent  in  Marketing, 

...    ..      3iS  Soiitharn  Trust  Building, 
'  .     .  .  Little  Eock,  Arkansas, 

Co_lorado:  '     '  """  Stuart  L.  Sweet, 

■Field  Agent  in  Marketing,  .      •■  . 
•   .■  Room •305  Custom Hc'O-S 3, 
    Denver,  Colorado. 

Edwin  L.  3ev;ell, 
Co  lliVoo  rater, 
■  ..  .  •  .  .  Room  2b  Custom  House, 

•  .  .  Denver,  Colorado. 

Connecticut:  '^W  0.  Smith, 

'"■    .  '    '   '  Field  Agent  in  Marketing, 

Connecticiat  Agricultural  College, 
Gtorrs,  Connecticut, 

H.  Bruce  Price, 
■  .  Agent  in  City  Ikrketing, 

Storrs,  Connecticut. 

Georgia:  ,   M.  C,  Gay, 

'  "  Assistant  in  Ivfe-rketing  Investigations 

■  '     ;  •  y-^q  Coruially  Bmlding, 

Atlanta,  Georgia. 

Indiana :  J.-.  I^-t  .Cavanagh, 

_   .  .  Field' Agent  in  Marketing, 

...Purdue  University, 
,  ■    '     --  . -', '      West  LaFayette,  Indiana. 

Icwa:  L.  G.  Foster, 

Field  Agent  in  !/!arketing, 

lovva  State  College  of  Agriculture 
  ..  .  ..  .  ...  '  Ames,  Iowa. 

b.  M.  Beem,  ■  . 

■■■■  Agent  in  l!/b,rke ting  Work, 

.■Iowa  State  College  of  Agriculture 
Ames,  Iowa. 
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Michigan:  Hale  Teii2^^ant, 

Field  Agent  in  Marketing, 

Michigan  Agri cal t^Jiral  College, 
East  Lansing,  Michi^n. 

George  C.  Raviler, 

Field  Agent  in  Crganization, 
East  Lansing,  Michigan. 

Minnesota:  John  D,  Black, 

Field  Agent  in  Iv!iarketing, 
Universitj""  of  Minnesota, 
St.  Paial,  Minnesota. 

Frarik  r.o"bot?r2,, 

Field  Agent  in  Niarket  B-'asiness  Practice » 
College  of  Agriculture,  Ifciversity  of 
Mirjiesota, 
University  Farm,  St.  Paul,  Minnesota. 

Benjamin  Cole, 

Field  Agent  in  Live  Stock  J.iarketin^, 

College  of  Agriculture,  Ifeiiversity  of 
Minnesota, 
University  Farm,  St.  Paul,  Minnesota. 

MiGsissippi:  Jolin  F.  McKay, 

Field  Agent  in  Truck  Crop  Marketing, 

Mississippi  Agricultural  and  Mechanical 
College, 

Agricultural  College,  Mississippi. 

ThonB-s  M.  Patterson, 

Field  Agent  in  Live  Stock  !5arkating, 

Mississippi  Agricultural  and  Mechanical 
College, 

Agricultural  College,  Mississippi. 

Montana:  V;.  L.  Beers, 

.  Field  Agent  in  Marketing, 

Montana  State  College  cf  Agriculture  and 
Mechanic  Arts. 
Bozen^n,  Montana,. 

Nehraylia:    .  E.  C.  Filley, 

..      •    Field  Agent  in  ferketing, 

College  of  Agricult'jre,  University  cf 
Iletraska, 
Lincoln,  Ne'braska 

Merle  E.  Wade, 

Agent  in  Marketing  Work, 
University  of  Nehraslsa, 
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New  Mexico.  C.  A,  MciTabo, 

Fiela  Agent  in  Marketing, 
;  •  .  -  N3W  Mexico  College  of  Agriculture 

and  Mechanic  Arts, 
State  College,  New  Mexico. 

I-Iortli  Carolina:  .    W.  E.  Caiip , 

Field  Agent  in  Marketing, 

Horth  Carolina  State  College  of 
•  "  ^         Agriculture  and  Engineering, 

West  Ealeigh,  Horth  Carolirja. 

Chas.  S,  Jones, 
•        .  Agent  in  Marketing  Live  Stock  and  Com, 
North  Carolina  State  College  of 
Agriculture  and  Engineering, 
West  Ealeigh,  North  Carolina. 

.         ;  0.  J.  McOoniaell, 

Assistant  in  Cotton  G-rading, 

North  Carolina  State  College  of 
Agriculture  and  Engineering, 
West  Ealeigh,  North  Carolina. 

Chio:  T/.  H.  Davis, 

Field  Agent  in  Marketing, 
Capitol, 

Coluratus,  Ohio. 

W.  P..  Rofkar, 

Agent  in  Marketing  Work, 
Capitol, 

Col-iomhus,  Ohio, 

Otto  F.  Wilkinson, 

Field  Ag^nt  in  Organization, 
Capitol, 

Coluintus,  Ohio, 

Orsgou:  Hector  Ivlacpherscn, 

Field  Agent  in  Marketing, 

Oregon  Agricultural  College, 
Corvallis,  Oregon. 

Eric  Englu^d, 

Field  Agent  in  Dairy  Marketing, 
Oregon  Agricultural  College, 
Corvallis,  Oregon. 
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Tennessas:  C.  E.-  BrelxT., 

.'        Field  Agent  in  Iv^arketing, 
-    '  College  of  Agricultvre,  University 

of  Tennessee, 
Knoxville,  Tennessee. 

Venr:ont:  M.  F..  rols'tn:^, 

Field  Agant  in  Llarketing, 
State  House , 

Mcntpeliar,  Vermont. 

Virginia:  J.  Frarik  Fooshe, 

Field  Agent  in  I-Iarlreting, 
Division  cf  Llarkets, 
Eicrixond,  Virginia. 

r^niel  B.  Owens, 

Agent  in  Ilarketing  Work, 
ri vision  of  Markets, 
Ric/jT^ond,  Virginia. 

Trasliinstoa:  A  slier  Hoo  sen, 

Field  Ag3nt  in  J.^arketing, 

Sta'-.e  College  of  Washington, 
Pullnan,  Washington. 

James  L.  LuTas, 

Ex  tension  Agent  in  I/arketing, 
State  College  of  Washington, 
Pullrran,  Washington. 

•Joseph  Pa3so:uieau, 

Agent  in  I.Iarkating  Work, 

State  College  of  Washington 
P-uliiran,  Vfeshington. 


Chief  of  Sureau. 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 

BUREAU  OF  MARKETS  "''J''" 
WASHINGTON,  D.  C. 

.  ^  Amoaltnw 
I- -  1 

M^rch  13,  ISI9. 

1.    THE  OUTLOOK  FOR  1920 . 

During  the  current  fiscal  year,  "by  far  the  larger  part  of  the 
v/ork  of  the  Btireau  of  IJhrkets  is  fina.nced  froni  t"/o  principal  appropria- 
tions, one,  the  regular  annml  act  leaking  appropriations  for  the  Depart- 
ment of  Agriculture,  and  the  other  the  Stimulating  Act  providing  for  the 
national  securily  and  defense  "by  stimulating  agriculture  and  facilitating 
the  distribution  of  farm  products.    The  fxiD-ds  provided  for  the  Bureau  of 
I^'Iarkets  'oy  the  regulctr  "oilx  a-moiait  to  $2j0'dj  ,2.':)'^,  and.  hy  the  "Stimulating" 
appropriation  to  $1,955^^02.     This,  with  other  appropriations  on  emergency'' 
acts  brings  the  total  for  emergency  funds  -gp  to  $2,2S9,60S,  considerably 
more  than  half  the  ava,ilable  funds.    The  Stimulating  bill  v^as  not  rens-."ed 
for  the  fiscal  year  I92O.    The  estimates  for  the  Department  of  Agriculture, 
as  submitted  to  the  House  Committee  cn  Agriculture,  included  a  provision 
for  the  transfer  from  the  Stimulating  bill  to  the  regular  ann-ual  appropria- 
tion act  for  the  Departm^ent  of  Agricvil ture  of  $752, 96C',  chiefly  for  the 
continuation  of  the  market  news  services  cn  fr-uits  and  vegetables,  a/nd 
live  stock  and  mieats,  in  their  expanded  form,  and  the  services  on  dairy 
and  poultry  products,  hay,  feed  and  grain  and  the  Seed  Reporting  Service 
and  City  Ivlarket  Service.    The  bill  with  various  changes  and  miodifi  cat  ions 
uas  reported  by  the  House  Committee,  passed  by  the  House,  and  fir^Jly 
reported  by  the  Ser^te  ComTilttee  with  a  total  of  $2,6Sg,o65.     If  this  bill 
had  passed  in  the  form  in  which  it  v^as  reported  by  the  Senate  Comitiittee, 
th§  Bureau  of  Markets  vrould  have  had  altogether  $l,o23,99S  less  for  the 
coming  than  for  the  current  fiscal  year.    This  v;ould  have  rendered  it 
necessary  to  kb^'b  radical  reductions  in  certain  lines  of  our  work  some 
time  before  July  1,  1919-    1'hese  reductions  i/orJd  have  been  especially 
noticeable  in  the  Fews  Services  on  Fruits  a-nd  Vegetables,  and  Live  Stock 
and  Meats,  in  the  Food  Survey  '.-vork  and  the  work  relating  to  conservation 
of  fruits  and  vegetables  in  transit  and  storage,  and  in  the  City  l^arket' 
ITews  Service. 

However,  ov;ing  to  the  fact  that  this  v.?as  a,  short  session  cf  Congress, 
ended  by  la^v  at  noon  i^on  I'larch       and  because  of  the  congestion  of  im- 
portant legislative  matters  before  Congress,   the  appropriation  for  the 
Departm.ent  of  Agriculture  did  not  pass.'  iTo thing  is.  knovvn  and  no  estimates 
or  forecasts  can  be  rrade  as  to  the  probable  action  of  Congress  in  regard 
to  making  necessary  provision  for  the  v/ork  during  the  fiscal  year  19  20 . 
There  are,  however,  four  apparent  possibilities: 

1.    An  extra  session  might  be  called  in  tim^e  tc  pass  the  bill  before 
July  1,  and  the  bill  mdght  be  passed  in  substantially  the  same  form, in 
vmich  it  stood  when  Congress  vra,3  adjourned  "iJpQ^i  ^-'^rch  -+,     If  this  is  done, 
it  will  be  necessary  to  molce  large  redxictions  in  the  forces  of  two  of  the 


news  service  projects  end  in  the  field  force  of  the  prri.ject  for  con- 
servation of  fruits  2.nd  vegetables  in  transit  s-nd  st'^rage,  and  to  discon- 
tinue the  City  Iferket  Hsportir.3  Service  and  the  Food  Survey  wcrlc  entirely. 
Other  projects  also  wc-old  he  chliged  to  nslce  so:r:e  cur tailinents. 

2.    A  special  session  of  Congress,  if  called  hefore  July  1,  iright 
require  a  ne-n  set  of  estiirates  for  the  Agricultural  appropriation  hill 
and  expedite  iratters  sufficiently  to  pass  it  hefore  July  1.     It  is  not 
thought  prchahle  that  this  n'ould  "be  done,   out  it  is  possible.    In  such  an 
event  nothing  is  knov:n  as  to  the  fir-al  form  in  "which  the  hill  would  pass, 
nor  as  to  the  amount  of  money  •.vhich  it  v/ould  provide  for  the  Bureau  cf 
r.fe,rkets. 

3-        special  session  cf  Congress  ni^ht  he  called  later  and  in 
time  only  to  pass  a  continuing  resolution.    This  ccntin-:aing  resolution 
might  extend  for  a  month,  or  month  by  month  for  tv;c  months  or  more,  both 
the  funds  of  the  Stirrralating  oill  and  cf  the  regular  hill  as  they  stand 
for  the  current  fisca.1  year.    This  wo-iold  permit  the  B-oreau  to  continue 
all  of  the  work  under  way  at  the  present  time  upon  the  same  scale,  except 
such  as  already  had  been  discontinued.    At  the  end  cf  this  period,  fir^al 
adjustment  would  have  to  be  made  when  the  regular  hill  passed  -jcon  the 
basis  of  either  the  first  or  second  contingencies  described  above. 

U.    A  special  session  of  Congress  might  pass  a  continuir^  resolu- 
tion for  the  regular  Agricultural  appropriation  hill,  extending  upon  its 
present  hasis  the  work  no":-.'  cond-j.cted  -Jinder  the  provisioris  of  that  hill, 
without  rraMng  a.ny  provision  for  the  work  now  financed  from  the  Stimulating 
bill.     In  this  event  the  work  financed  through  the  Sticralating  hill  would 
have  to  ce  discontinued  imm.ediately.    If  this  is  done  it  might  he  succeeded 
by  either  of  the  following  perriBnent  arrangements; 

a.    VTiien  the  bill  is  firially  passed,  it  might  provide 
for  some  of  the  work  now  sijppcrted  by  f-jnds  from  the  Stimiolat- 
ing  bill,  in  \^ich  event  the  work  v;ould  he  resiTn-.ed  to  the 
extent  for  which  provision  •to.s  ns.de,  branch  offices  reopened, 
enployees  reinstated  or  returned  from  furlough,  etc,  or, 

h.    The  bill  as  fir^iily  passed  might  not  cover  any  of 
the  work  now  financed  by  the  Stimulating  appropriation,  s.nd 
the  discontin-cance  cf  certain  lines  of  the  work  which  might 
have  bev-n  made  vpon  a  temporary  ba?.is,  p-'^^ndir^  final  rasiiage 
of  the  bill,  would  have  to  he  made  permanent. 

This  inz'omaticn  is  given  in  order  to  en^^ble  the  officers  of  the 
Bure->.u  to  make  the  best  plans  for  the  future  cf  the  Bureau  possible  under 
the  circiimstances,  and  to  enable  employees  who  may  be  affected  to  make  ar^' 
necessary  arrangem.ents  in  rega.rd  to  sectoring  positions  elsewhere.  The 
various  projects  and  divisions  will  issue  to  their  employees  s-:5.=plemental 
and  more  specific  irxf oiTration  in  regard  to  the  prospects  of  contin-jing 
varioxis  parts  of  each  of  their  respective  lines  of  work.    Every  effort 
will  be  made  to  give  each  individval  who  would  in  such  erenz  be  dismissed  as 
much  notice  as  possible,  and  it  is  e.^^ected  thjit,  on  the  other  hand,  tarm.loyeec 


-  3  - 


expecting  to  resi;]!!  will  extend  a  similar  co-ai-tesy  tc  zl.s  Bureau, 
2.     33ISCOM?INUAMCE  OF  BRANCH  OFFICES.  " 

Tile  attention  of  all  projects  is  called  to  the  fact  that  all 
leases  covering  space  occt^^ied  "by  the  Bureau  contain  a  clause  reqmring 
us  to ■  notify  the  lessors  in  advance  of  the  time  vve  vacate-     Notice  of 
bur  intention  to  vaca.te  premises  and  terminate  leases  must  he  given 
from  thirty  to  ninety  days  in  advance.     Under  the  circumstances,  there- 
fore,  it  is  necessary  that  the  Branch  of  Operation  be  notified  as  far 
in  advance  as  possible  of  the  intention  of  any  project  to  vacate  leased 
space.     Unless  this  is  done,   it  means  a  waste  of  money  by  reason  of  our 
having  to  pay  rental  for  quarters  which  are  of  no  value  to  us. 

3-  'use  of  the  dictaphone. 

There  are  now  in  the  Washington  offices  and  in  some  of  the  branch 
offices  dictaphones  and  dictaphone  operators  which  are  being  used  regij^ 
larly  for  the  taking  and  transcribing ' of  dictation.    There  are  certain 
more  or  less  deterrent  factors  which  must  be  considered  carefully  in  at- 
tempting to  use  the  dictaphone,  and  these  factors  must  be  given  serious 
consideration  in  changing  from  the  "^ose  of  stenographers  to  the  dictaphone. 
One  of  these  is  the  difficulty  in  securing  or  training  dictaphone  operators. 
It  may  be  said  hovvever,  that  in  Washington  it  is  believed  that  we  m.11  be 
able  to  secu.re  or  tra-in  operators  as  rapidly  as  the  increase  in  the  use 
of  the  dictaphone  ma-y  deirand.     In  branch  offices,  it  is  felt  that  this 
need  generally  may  be  met  by  requiring  stenographers  at  present  in  the 
service  to  accustom  themselves  to  transcribing  from,  the  dictaphone,  and 
by  attempting,  when  possible, .in  ar&king  new  appointments,  to  secure  stenog- 
raphers whc  h^vs  had  some  experience  in  dictaphone  work.    Also,  it  un- 
doubted.ly  requires  some  effort  for  persons  unaccustomed  to  dictating  to 
this  instrument  to  train  themselves  to  its  effective  use.     However,  there 
are  so  many  advantages  in  the  operation  of  the  dictaphone  that  it  is  re- 
quested that  all  dictators  give  the  matter  serious  consideration  with  a 
view  to  using  it  regularly  ^Jnless  there  exists  somie  serious  obstacle  in 
any  individioal  case.     Some  of  the  more  iiriportant  a,dvanta,ges  involved  may 
be  described  as  follows: 

The  operator  may  be  engaged  steadily  in  transcribing  without  any 
loss  of  time  in  taking  dictation.     This  results,  as  experience  in  this 
Bureau  has  showTi,  in  practically  doubling  the  output  of  the  operator,  and 
in  itself  constitutes  a  great  increase  in  efficiency  and  effects  a  very 
considerable  saving. 

Another  point  is-  that  in  dictating,   intem;5)tions  to  the  dictator, 
involving  a  costly  loss  of  time  on  the  part  of  a  stenographer,  cause  no 
waste  of  time  or  money  when  dictation  is  given  to  the  dictaphone- 

A  third  point  is  that  the  dictaphone  is  a.lways  a^vailable  for 
intermittent  dictation,  which  may  be  continued  unti].  the  cylinder  is 
filled.     When  it  is  not  desired  to  delaj^  the  transcription  until  a 


cylindsr  laas  iDeen  conrpleted,    tne  low  first  cost  cf  zhe  cjiiimer  and  the 
n-umber  of  times  it  nay  he  -osed  aake  it  perrrdssi'ble  tc  I'jave  even  only  a 
part  of  a  cylinder  transcriTaed. 

A  fo-urth  point  is  tm't  a  dictator  can  -vork  at  any  time,  nights, 
holidays  or  "S-dndAys,  when  he  nay  have  occasion  to  do  so,. 'vitho-at  req. -air- 
ing a  stenographer  to  work, overtime  and  without  experiencing  smy  of  the 
diff  iculties  .which  sometimes  are  met  in  sectirirxg  the  services  zf  a 
stenographer  outside  of  regular  hours. 

The  necessity  for  eccnony  in  every  direction  in  the  work  of  this 
B'':ireau,  "■vherehy  we  nay  operate  efficiently  at  a  irlniiras:  e::rp3nse,  and  the 
considerahle  saving  effected  by  the  use  of  the  dictaphone  nake  it  worth 
while  for  dictators  to  niake  e-7ery  reasonable  effort  to  accustom  them- 
selves- to  the  use  of  this  device,  which  when  thoroughly  nastered  is  in 
many  ways  more  convenient  and,  as  shown  above,  certainly  more  economical 
than,  the  services  of  stenographers.    It  might  not  be  advisable  for  a 
large  number  of  dictators  in  this  Erxeau  to  invest  in  the  necessary  e^uip 
ment  before  they  liad  become  accustomed  to  its  use  and  before  they  ".'ere 
satisfied  that  they  could  use  it  effectively.    Arrangements  can  be  made 
in  the  Washington  offices  for  tiying  it  out  thoroughly,  possibly  by  intra 
bureau  loans  of  machines  temporarily  not  needed,  or  by  the  purchase  of 
only  one  additional  machine  until  it  is  kncvv-n  how  many  will  be  required 
for  permanent  us 3.    Branch  offices  nay  be  able  tc  get  machines  on  trial 
fromi  dealers.     Of  coiirse,  we  must  proceed  With  care  in  replacing  stenog- 
raphers with  dictaphone  operators  and  it  -.vculd  not  be  safe  to  -engage  the 
services  of  any  considerable  num.ber  of  additiona,!  operators  until  we  v/ere 
assLired  that  there  would  be  steady"  and  continued  denand  for  their  service 
The  head  stenographer  and  the  Administrative  Assista^nt  in  Charge  of  Opera 
tion  should  be  consulted  \sy  anyone  in  "v7a3hington  interested  in  givir-g 
this  m.ethod  a  trial. 

Persons  learning  to  dictate  tc  the  dictaphone  should  .-.coperate 
with  the  transcribers  in  an  effort  to  elLminate  faults  of  dictation.  The 
following  suggestions  :m.ght  be  considered  in  this  connection: 

There  is  a  tendency  when  dictating  to  let  the  voice  fall  at  times, 
making  certain  words  very  indistinct.    The  dictator  sho-dld  speak  clearlv 
and  distinctly  at  all  timies. 

Whenever  initials  are  given  in  a  letter,  unless  given  in  the 
correspondence  so  that  the  operator  can  confirm*  them,   they  should  be 
written  cut  on  the  dictaphone  slip,  as  it  scmetin-.es  is  inpossible  to  tell 
one  letter  from  another  when  dictated. 

Fnerever  possible,  correspondence  should  be  sent  v.h  tli  the  cylinder 
If  there  is  no  correspondence,  anj-  proper  names  or  addresses  shruld  be 
wTitten  out  on  the  slip. 

All  corrections  should  be  marked  on  the  slip  at  the  point  on  the 
scale  corresponding  to  the  point  at  which  the  correction  was  made  cn  the 
nachine  scale. 


'       ;¥hen- extm/ carl3on,s  ■  to 'aiTy  let  tars  ara  dssired.  that  fact  sho-uld 
■b.e.-iKaEkad';,cn.: t.iie  .-sXip  opposite  , the.  space  at  virhich  the  letter- is  dictated, 
or  shoij:l-d:  JJs  dictated  'before  any  thing 'else,  even  the  name  and  address  of 
the; :pir§arL.;^rvf.ijCTn  addressed.      •,  ,  ■      .•       ■  • 


;  .-.The.  length ; of :  each  le'tter  shoiold  he  .iiicLi.cated  on  the  left-hand 
side -.of -.the  scale  in; order  that  .the  ^ operator  may  know  approximately  -the 
length  of  the  letter  and  he  ahle  to  determine  v/hether  short  or  long 
paper  should  be  used, 

-r.'-  -••'-.c^sn .-dictating •  more.. than  one  cylinder  to  he  transcribed  at  the- san^ 
time,  the  slip  for  each  should  be  numbered  in  order,  v;ith  the  initials 
of  the  dictator  on  each.    TThen  a  letter  is  continued  from  one  cylinder 
to  another,  -it  should  be  -so  indicated  on  the  bottom  of  the  slip  in  order 
to  avoid  confusion" in  transcribing. 

If  a  letter  is  to  be.  for- the  Seere.tary' s  signature  that  fact 
-.should  b^v.sitaer  marked  on  the  slip_  or  dictated  at  the  beginning  of  the 
..letter-,  in  order  that  proper  letterheads  may  be  used.  ■  . ..  .  .  . 

—    ■  ..    In  so  far  as  possible,   the..- dictator  should  indicate  paragraphs, 
as  it- is  difficult  to  paragraph  as  taken  from;  the  cylinder  v/ithout  listen- 
ing ahead  through  the  vvhole  letter  -before  writing.;    Likevds.e,  p-onctuation 
should  be- indicated.  :  ,  •   '.   -  ••  . 

•'■    The .  various  points  to  be;  rem^emroered -.carr.  be  learned  .without- a>  great 
deal. of  difficulty,,  and  by'practice  .-the' .opera  t^.  on  can-  be  made:  almost  ; 
perfectly  aut.oma.  ti  c . ,  •  ■•  ■.         _  -  '    .-      - .'.  \        .  .■    .. ;         .  .:  :. 

^.     mYLIGHT  SAVIIT& 

In  accoraance  vvith  the  provisions  of  th-e 'so-called  Daylight  Saving 
la.w,  approved  IV3arch  I9,  I9IS,  standard  tim.e  v/i'll  be  advanced  one  hour  at 
2  o'clock  a.m.  on  ..S-unday ,.  I^rch  30  >  19 1-9.'-.  •     •  .    -      ■  '  -  .  .; 

.,   Accordingly,  employees  should  advance  their^  timepiec-es  one.  hour  . 
and.-  report  for.  duty  from,  fcch  30,  ,19-19,  .  to  .October  26',  19x9^  at  the  re^- 
lar  hour  BY  THE.  CLOCK,  as  advanced.',  ■    .  ;  •  ■ 

.So  far  as  official  ho^lrs  .are.  .■concerned',  the  laylight  Saving,  laiv 
makes  no  change.  ,  In  order  that  confusion  ..may.  .be  avoided  in  the  nev/s 
service  and  other  work  conducted  by  this.  Eure-a-'n,  it  is  ir^-portant  -that  the 
attention  of  all  employees  be  called  to  this  'imtter. 

5'-    ASSIGMIB^T'  OF  COROITA  TYPEFRITEF.S .'  "  ;  "  .  - 

The  records  of  the  Bureau  indicate  that        Corona  typewriters,  have 
been  isstied  to  various  officers  and  eniployees  of  the  3-jrea^i -at '  different 
times  v/ithji.n  the  past  three  years,  none  of  wnich  have  been  ret-'jxned.  Som.- 
were  issued  to  officers  now  out  of  the  service.     It  is  directed  that  each 
person  having  one  of  the-se  typewriters  in  his  chiar.ge  eiS-mane  it  at  once, 
report  its  serial  nuafDer  to  the  property  clerk,  and  r.itum  it  irmediately 


r 


to  the  stock  room  of  the  Siarsau  to  be  held  in  strck  and  iss-ued  for  use  as 
.needed,  or  prepare  a  sts-tement  explaining  fully  the  necessity  for  retain- 
ing it  for  the  present.    The  serial  n-amher  -^111  "be  fo-ond  on  the  "under 
side  of  the  fr^-ine.    In  oxceptiors,!  and  unus-cjal  cases,  where,  it  is  3ho":vn 
clearly  that  the  typev/riter  is  used  for  practically  continuous  vvcrk,  it 
will  "be  tra.nsferred  to  and  charged  against  the  inventory  of  the  division 
to  which  it  has  "been  loaned.    The  di^dsion  then  'Till  held  it  in  stock  and 
issue  it  as  necessary/  to  its  enplcyees. 

A  dislike  for  returning  Corona  tj-pevvrit ers  to  the  property  clerk 
between'  field  trips  v;ill  not  be  regarded  as  siifficient  justification  for 
retaining  them  indefinitely. 

I 

I 

6.     IMm-3T3FJL\U  COWjITI CATIONS  TO  PASS  THHOU^xH  REVIETni-v'G  SSCTIOIT. 

Up  ■  to  the  present  time,  cur  practice  lias  been  to  visee  all  ccn-Lruni- 
cations  addressed  to  persons  outside  cf  the  Bureau  of  Lferkats  in  VTashington, 
including  coiTiTiuj-d  cat  ions  to  o-:-r  ovrn  "brancb  offices.    We  have  net,  :icwev?r, 
viseed  letters,  ner.oranda  and  other  coir~-uni  cat  ions  bet7?een  officers  or  em- 
ployees in  the  Bureau  in  feshirigton.     Consequently,  such  coninunicaticns 
have  not  passed  through  the  reviewing  rooir:  at  all.    Tl-iis  practice,  ho-?reV3r, 
prevents  the  reviewing  clerks  from  having  any  opportunity  of  naking  a  record 
of  communications  of  this  sort,  which  should  be  included  in  the  T^eekly 
Report  of  the  Reviewing  Section.    Hereafter,   the  Section  of  Ifeils  ana  Files 
will  assemble  all  carbons  of  such  conr.vjnications  and  send  then  to  the  review- 
ing rocni  to  be  noted  by  the  reviewing  clerk  so  that  the  proper  records  nay 

be  nade.    These  carbons  then  '."ill  be  st^^ed  "Checked  by  "  %vlth  the 

initials  of  the  exan-iner  and  returned  to  the  Section  of  Iv^ils  and.  Files  for 
filing. 

7  -     DROPPING  F^OH  'lAILTvg  L~?~3.  ^TAI^^S       Fi'^^AU  FjrVilSS '  ""^0 

•R^TE  LSFT  TIiE  SSS-HICi:.  '     "  -    -  -  -    -  > 

Various  officers  and  enployees  of  the  3-xreau  are  upon  oiir  nailing  \ 

lists  to  receive  regularly  certa.in  of  the  periccical  and  serial  publica-  3 

tions  of  the  department  and  of  rhe  Sure-au.    There  exists  at  "oresent  no  \ 

regular  rou.tine  for  dropping  from  the  list  the  nar:;es  cf  employees  who  have  "' 

^eft  the  service.    Hereafter  v.hen  such  publications  are  received  in  any  of  i 
the  offices  addressed  to  ar^y  employee  who  has  been  separated  from  the 
service,   the  periodical  or  publication  received  should  be  re^a^nsd  pro=|:tly 

to  the  Addressing  and  Duplicating  Section  with  information  that  the  en^picyee  ^ 
is  out  of  the  service  and  that  the  name  should  be  dropped  from  the  list. 

It  also  is  directed  that  mailing  lists  consisting  entirely  cf  the 
nam.es  of  Biireau  employees  or  containing  a  considerable  percentage  of  t-:ex 
be  ru.n  off  on  a  ta;:.e  semi-annually  ?,nd  transmitted  to  the  Per?ornel  Se:;tir-. 
for  checking. 


Ch:  ei  of  Bnreau. 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
BUREAU  OF  MARKETS 
WASHINGTON,  D.  C. 


Il^FOPmTrON  CIRCULAR  NO.  IS. 
■      .   "      ,  ;  March  3I,  I919.     '  ■  ■ 

1.  .  iintspectioit  ser\t;ce  os  butter  i?o  be  established, 

Th,e  Ilferket  inspection  of  PefisLable  Foods -under  tiie  general 
leadership ,  of  Mr.  W.  M.  , Scott,  will  be  extended  to  butter-,  and-plans  for 
the  conduct  of  this  setvice  have  "fee en' practice,  1-1 -7  conpleted.  ;Mr._-R..G. 
Potts  will , he  dir.ectl;7  in  charge,  and  Mr.  C.  W.  Eiyhofvr  recently  lias 
been  appointed' Supervisory '  inspector- of  Dairy  Pro duc-ts  .  ...The  .plans  include 
the  appointment ■■  of  "  dair^  products '  inspectors  who  will  re.ee.iye  several- 
vveeka'   instrp-ctibn  and_  training  in  tns  inspection  of  creamery  hut ter  under 
the  direction  of  Mr.  Fryhofer.  ,  A  tentati-ve  draft 'of.  o"ffici-aI  ■rul.'fes-  for 
the  inspac.tion  .of  creamery  butter  has  been  prepared  and  vvill  be  issued 
in  the  near  future.  '  These  ruL'es  define  various-— classes  and  grades  of 
butter  and  will  be  used  by  the  inspectors"  in  recking  ihspedtions . 

It  is  expected  that  begi.hiiing  April  1  or"  shortly  thereafter,  an 
inspection  .service,  vvill' be  available  "in  the -cities  of  'BGstonj  .New  York, 
Philadelphia,  Chicago,  and  Minneapolis.    -This  service  ^"ill  be  conducted  on 
essentially  the  same  basis  as  the  Fruit  and  Vegetable  Inspecti-on  Service, 
the  inspections  being,  made.. -upon  the  request  of  applicants  and  fees  being 
charged  for.  certificates  issued. 

Further.,  info rn'af ion  in' regard  to  'the  '  iiispe'ction  service  on  butter 
and  dairy  products  will  be  issued  after  the  ailnbi^ncement  of'  the  rules  of  ■ 
inspeption  for  creamery  butter  have' been  formally  adof)1;ed  and''are  ready 
foT;  publicatioji.         _     .  . 

2...   INFORMA-TIOF  FOR.  BMITCH  OFFICE  AGCQUNTS  TO' BE  SUPPLIED  FROM- 
-    WASHINGTON...     ,  ,     _     '  '  "  '       ■    '  '    ;  "  -  '    *■  . 

The  last  paj'agraph  on  page  9        Field  Station 'Memorandum  No-:.  1^ 
.makes  provision  fo.r  supplying  each  branch  office  with  information  as  to 
the  cost -of  - supplies  and  materials  furnished  from  Washington,'  the  am^ounts 
of  all  other  items  which  do  not  originate  in  the  branch  office,  t^®- 
amounts  of  suspensions,  disallowanpes ,  "  etc.     It  was  the  intention,-  when 
the  memior9=ndum- wa.s,  is.s'Lied,  ..that  such  expenses  a.s  could  not  be  determined 
otherwise  "by  the  branch  offices  v/ouJd  ba  itemized  in  statements- furnished 
them  by  the  Washington  offices  of  the  projects  concerned  in  'sach  case. 
From,  inquiries  received  from,  tim.e  to  time,  it  is  evident  that  m.anj/  of 
the  branch- off  ices  are  not,'sT;!.pplied' v^'lth'  this-  information.    The  head 
clerk  -in  the"  Washington  office^of.  eacla-'iiiro  j'ect  should  see  tliat'each  of 
his  branch  offices  is  properly  advised  in  regard  to- -such  natters  and  that 
such  figures  are  sent  out  as  soon  after  the  c Lose  of  every  m.onth  as. 
practicable.  ■  .  - 


"■7 


3-     GEMEKAL  SCHEDUI.5  OF  gUPPHZS 

For  the  iniorir^t ion  and  g»ii-clrmc3  of.  representatives  of  the  3-urea-u. 
of  Markets  oi:Ltside  of 'Washington  m  securing  sij^jplies  and  eq.uipn:ent,  a 
copy  of  the  G-eneral  Schediile  of  S-up^iies,  issued  by  the  General  S-opplv 
Coirrrdttee  in  Washington,  which  lists  and  gives  prices  of  all  articles 
and  si:;pplies  for  v.hich  contracts  have  been  nade  for  the  Departmental 
service,  is  "oeing  sent  to  all  hranj^h  offices.    Practically  all  the  pur- 
chases of  supplies >■  furniture  and  other  equipir.emt  for -the  use  of  the 
Departirent s  in  ./Washington  are  rrade  in  accordance  with  th^  specifications 
and  prices  given  in  this  schedule.     In  fact,  in  Washington  it  is  required 
that  purchases  lie  irade  froir.  contract  for  any  article  which  is  on  contract 
that  v;il'l  serve  the  purpose,  since  open  riarket  purchases  are  nbt  permitted 
if  supplies  or  "equipment  of  the  r^-ture  desired  are  \inder  contract. 

The  schedule  is  sent  rra-ii'ily  as  a  matter  of  infontation  and  for 
"the  guidance,  of  "branch  offices  --vhen  si5)pites  or  equipcnent  are  to  "be 
secured,-    In  using  this  oock  and  coirparing  prices  nar,ed  therein  with 
local  prices,  consideration- should  be  given  to  ^he  follcv.-ing  points: 

."  1.  "  'These  are -contract  prices,  te,sed  on  the  proba- 
bility of  a  verj.'  large  total  of  sales. 

2.     In 'mny  eases.,  transportation  charges  from  the 
factory  or  'frdsa  Washington  -tc  the  branch  office  nrast  "be 
- 'added  to  these  contract  prices  to  niake  an  exact  cprtparison 
with 'local  prices  pos.sible,  ■    -         -  .  -- 

3-     In  cases  where  the  need  for  ecuipT.ent  or  s-up- 
plies  ctsuld  not  be  foreseen  in  advance',  delivery -fron; 
local  dealers,  of  cCarse,  generally  can  be  secured  nore 
promptly  than  by  ordering  contract  supplies ' through 
Y/ashington  fro::i  a  distance.  "  - 

r 'As-;.again"st  these' points,  -hov.-ever,  it  should  be  rerr.emtered  that, 
as  a  rule,  all  needs  for  siipclies,  equipment,  office  furniture etc. , 
can  be  anticipated  sufficiently  in  advance  to  perr.it  crderir^  throu3h 
Washington  or  f.o.b.   factoiy,  and  thjat  even  contr^-ct  prices  include  scnie 
profit  to"  the  dealer. 

•  It  is  thought  that  t1ie  pcs-sess'ion  of  this  Sched-^ile  cf  3\:prlies 
will  afford  a  guide- in  det-erc.ining  what  is- a  fair  price  r.-hen  it  is  neces- 
sary to  laake  local  purchases' df  any  nf  the  articles  listed  therein, 

^-     PRQTPT.  jREPOFTS  PEG.UIgED  WHS^  aTLaYSTS  ^VZ  Ul^XprCTSTLY 

Hereafter  When  einnloyees  are  absent  frcHu  duty  without  previously 
s-ecuring  leave  of  •ablsenceV'thej'  srdst  inf  crr:^  t'n       irir.ediate-  superiors  at 
once  as  tc  the  cause  of  a'bserice  and  Its  pro"bable  or  possible  duration. 
In  case  of  illness  when  an  ainpioyee  is  too  ill  to  go  to  the  telephone, 
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some  other  person  sholild       req.uested  to  get  the'  necessary  message  to  the 
enployee's  office  "by  telephone  or  other/^ise.  \"'In  case  of . -cmexpected  ab- 
sence .-.vljere--noexplanati-on  i.a  received  in  the  immediate  office  or  oy  the 
direct  superior  of  the  employee  by  1,00  p.m.  of  tiae  first  ..day  of  absence, 
the  employee's  name  should  be  suspended  from  the  payroll  iranediately  until 
the  matter  is  adjusted. -  ,  In  .Washington  this  will  be  .done  by  dispatching 
Form  BM-25  at  once  to  ^the  payroll  clerk  of  the  Bureau.     In  branch  offices 
the  project  representatiye- in  ..charge,  or  the  chairman  of  the  operating 
committee  in  the  joint  branch  office,  v\/ill  take  such  action  as  may  be 
necessary  to  insure  immediate  suspension  from  the  payroll  to  continue 
until  the  absence  has --.been  satisfactorily.- ejcplpiined. and  coy-ered_by  proper 
entries  on  the  leave  record.       '  " •  - 

5'.'-'  BMATLVE  COST  OF  COBYITTG  BY  PHOTOSTAT BTg,  TYPEM^ITIlvTQ      ,  7 
'     im  MimO&MPEWG  ■  ,  -    -  .  /       ,.    ,  .    '  '  . 

The  lables  .-given  belov;  show  the  -cos^t  for  copying  (double  space  "  ' 
and  single  .space)?  by  photostating-,  - t.^/pewriting  and  .mimeographing  for 
various  numbers',  .of  copies  from     -up  to.'40-.-    It  is"  thought 'tha^t 'these 
tables  may  be  useful-  at.  -timies-  in,  det.ermdning  whether  to  use  the  mimeo-- 
graph,  photostat  or. typewriter.     It .  should  be .borne  in  mind,  however, 
that  these '-figures  are' not.-and  can  -not  be  .abso].utely  accurate.    They  are 
based  on  records  accijrately  kept  and  carefully  interpreted  in' the  P/ashing- 
ton  of  fice  and  are  cprrest -for  th©.-,time.,  .--the-prices,  ,  the  salaries,  the 
degree  of  eff iciency ,  -and-; the- other  conditions  which  they  represent. 
Prices  of  material,  of  course-^  vary,  from  time  to"  time,  as  dc  salaries  and 
the  speed  and:  eff  iciency- of  ■  tvpists.,  and  mimeograph  and  photostat  operators. 
The  figures,  m^y  be  :  considered  as  only  approxim'te,  "but  sufficient,  per- 
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6.  KEQUISITIOrS  ."-ND  V0UCH5RS  CO'/ERirC-  BRIFCH  C??1 3E  - PUBCS^ SES     ^  - 
OR  EXPEITDITURES  -      -       ■'  - 

The  attention  of  all  "branch  offices  is  called  to  Infornation  Cir- 
cular No.  12,  Item  No.  l6. 

It  will  greatly  facilitate  the  handling  of  req.'ai5itions  and 
vouchers  if 'branch  offices  will  'attach  to  Form  5  vouchers  and  also  to 
Form  EM-^  a  copy  of  the  letter  or  telegram  authorising ;  the  local  pur- 
chase of  supplies  or  material.  .  .        -   ■  ■ 

7 .  KEEPING-  O'F  KSCORD-OF-COST  ACCOUin'S  TO  BE  TR\NS?ERP.ED  TO  WASHINGTON 

With  the  beginning  of  the-nev;  fiscal  year  vpon  July  1,  I913 ,  the 
keeping  of  the  branch  office  reccrd-of-cost  accounts  will  be  tr?-nsferred 
from  the  respective  bi'anch  offices  to  the  Section  of  Si-pplies  and  Accounts 
in  the  Bureau 'at'  V/ashington.    This  vy  ill.  .include  all  .project  branch  acco-iants, 
whether  the  project  branch  co'nstitutes  a  separate  branch  office  or  -.vhether  - 
iz  is  included  in  a  joint  or  com.bined  branch  office.    In  th^  former  case, 
the  project  branch  account  will  constitute  the  branch  office  account.  'In 
the  case  of  joint  offices  and  combined  offices,  a  summary  of  the  combined 
acco"'Tnts  of  all  of  the  proj'ect  branches  contained  in  each  joint  or  com- 
bined branch  office  w'iil  constitute  the  branch  office  account. 

This  does  not  include  the .  joint  .operation  accot^ts  kept  in  joint 
offices.    These  will  be  kept'  in  the  branch  offices  hereafter  as  a  permanent 
proposition  and  it  is  s^jggested  t"hat„branch  offices  also  keep  accounts , 
for  their  own  information,  o5  letters  of  authorization  which  have  beer- 
issued  to  officers  stationed  in  the  respective  branch  offices. 

It  is  urged  that  the  accounts  for  the  "current  year  be  m.aintained 
throughoxit  the  year  in  the  best  possible  condition,   sinca  no  such  acccijints 
for  this  year  are  being  kept  in  VJashington  and  those  m^pintained  in  the 
field  vvill  afford  the  only  basis  for  deteni2.ning  the  cost  o.f  operating"' 
our  various  branch  office.s  "and  project"  branches.  .  . 

At  the  same  time,  i.e.,  ^j^on  July  1,  191? ,   -'^e  keeping  of  the 
motor  vehicle  expense  accounts  will  be  transferred  to  the  Section  of 
?-upplies  and  Accounts  in  ^shington.    After  that  tim:e  the  branch  offices 
operating  motor  vehicles  need  not  render  tiie  mionthly  statements  of  ex- 
penses which  are  required  at  present. 

S-     VOUCHERS  SHOULD  NOT  BE  RENDERED  IN  ADVANCE  .  .  • 

COyjLSTION- OF  DELIVERY  05  SI'IT  OF  TERM  OF  SEPZ/ICS. 

In  checking  up  on  Form  5  vouchers  remaining  on  hand  and  ur^jaid,  it 
has  come  to  attention  that  a  considerable  num.ber  have  to  be  held  until  -he 
final  date  of  delivery  shovm  on  the  face  of  the  voucher  or  until  the  com- 
pletion of  some  term  of  service.     Subscriptions  to  periodicals  are  con- 
sidered filled  when  the  first  number  1-^s  been  received.     For  all  other 
kinds  of  service  and  si^jplies,  the  voucher  cannot  be  passed  for  paj-ment 


■until  the  completion  of  the  term  of  service  or  the  actml  delivery  Of 
all  supplies  listed.     It  is  useless,  thei"efore,   to  . submit  vouchers  until 
the  date  of  delivery  or  service  has  been''reached-. 

9 .  BPAITCH  OFFICE  EEQUISITIONS .  .  „ .  ,  

Several  of  the  joint  branch  offices  have  recently  called  attention 
to  the  fact  that  frequently  articles  called  for,  pn  req.'J-isitions  are  not 
fmnished  and  no  eJqjlanation  given.    As  it  seems  to  be  the  policy  of  all 
projects  to  furnish  this  information,  the  failure  to  do  so  is  evidently, 
an  oversight.  ..  In  order  that  branch  offices'may  know  the  reason  for  the 
failure  to  receive  all  articles  called  for  on  requisition  and  be  in  posi- 
tion to  act  accordingly,  it  is  requested  that  a-11  project  leaders  issue  • 
such  instructions  as  will  insure  this  information  being  furnished  promptly. 
When  articles  are  not  furnished  because  they  are  out  of  stock,  or  not 
otherwise  obtainable  at  the  tim.e,  .if  it  is  pjossible  to  do  so  the  branch 
office  should  be  advised  as  to'  the  probabile  date  when  the.  articles  may-  be 
obtained.     In  cases  where  B.M.  39  does  not  give  the  inioriration  wanted, 
branch  offices  should  write  the  Washington  offi.ce  of  the  project-  v/hich  ■  - 
issued  the  B.M.  39. 

10 .  m^i'IITGS  IF  BRAITCH  OFFICES  ADDRESSED  ON  SUBJECTS 
BELATED  TO  FAEKSTING.  " 

A  letter  received  from  Mr.  A,  Dexter  Gail,  Jr.,   chairman  of  the 
Operating  Committee  in  the  Nev/  York  joint  office,  dated  I'/larch  18,  I919.  is 
quoted  herewith  in  full.     It  is  believed  that  discussions  and  addresses  of 
this  kind  by  trade  experts  and  others  mdght  be  encouraged  in.  other  branch 
offices  with  squally  good  results:  ,  . 

"Since  I  wrote  you  on  January  tenth  we  have  held  a 
number  of  meetings  in  which  speakers  on  topics  of  interest 
took  part,  both  employees  of  the  Bureau  and  outsiders.  As 
you  suggest  in  your  letter  of  Jan-'oarj^  thirteenth,  I  am  re- 
porting to  you  the  results, 

"We  have  had  little  difficulty  in  locating  .speakers 
thro-ogh  the  personal  and  business  -connections  of  the  project 
representatives  and  have  had  in  one  or  tv/o  instances  m^en  who 
were  able  to  make  their  sxibjects  of  surpassing  interest.  The 
enthusiastic  applause  that  greeted  the  peroration  of  a  recent 
speaker  on  cold  storage  was  hardly  in  accord  with  his  subject, 
although  entirely  so  vvith  his  manner  of  treating  it,  and  was 
a  tribute  not  only  to  the  speaker's  knov^ledge-and  ability  but 
to  the  intelligent  interest  of  the  audience.     The  interested 
attention  of  the  employees  is  the  strongest  possible  testi- 
monial that  they  are  learning  and,  since  m.ost  of  the  talks 
are  on  subjects  mrore  or  less  connected  with  our  work,  .  there 
is  a  consequent  stimnjilation  of  interest  in  that  work.  Further- 
more, mors  intelligent  v;ork  must  result  fromi  the  more  coherent 
idea  of  the  organization  3.nd  its  aim.s  and  m.ethods.     The  aroused 
and  broadened  interests  consequent  on  this  addition  to  ovt 
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meetings  m-ast  also  prove  of  benefit;  and  I  thirii:  I  say  say- 
that  opinion  here  is'  "unanimo-as  that  this  feature  is  one  of 
the  most  val-oahle." 

11.  PEEFEEENCE  TO  BE  GITO  DISCmPGSD  50LDIEHS;  ■ 

.  Recent  legislation' e'nacted  "by  Congress  is  to  the  effect  that  here- 
a-f-ter  in  making  appointments  to  clerical  and' other  positions,  in  the  Govsm- 
ment  service,  preference  shall -"be  ;giv-en  to  honorably  discharged  soldiers, 
sailors  and  marines,  and  the  widov;s  of  such,  if  they  are  qualified  tc  held 
such  positions.         .  .        -  ■ 

12.  PEEMPLOYMEITT  OF  PERSO^TS'  SEPAPATEP  FBOM  THE  ^  ' 
SEP  VICE  because'  0?'  REmCfTIOKr  IN  j'ORCS.  . 

The.  Office  of  the  Secrexary' has  directed  that  the  circular  of  the 
U.  S.  Civil  Service- Commissioh,  with  respect  to  the  Executive  Order,  of 
Novemoer  29,   1-918,  .in  regard  to  the  subject  above,  be  brought  to  the  atten- 
tion of  all  employees  of  the  Department: 

"Information  with'Respect  to  the  Executive  Order  of 

November  23,  I9IS. 

"The  Executive  Order  is  as  follo-A's: 

"The  nam^es  of  persons  In  the  competitive  classified 
service  with  unrestricted  s^tatus  '.vho  were  appointed,  either 
permanently  or  probat ioiialiy  prior  tc  the  date  hereof,  and 
who  have  served  less  than  three  years,  and  \\ho  are  separated 
from  the  service  because  cf  a -reduction  of  force,  and  who 
are  recommended  for:  further  employment  by  the  Government 
because  of  demonstrated  efficiency  in  the  office  from  v.hich 
they  ?ore  separated,, y;ill ,  upon  request,  be  entered  by  the 
Civil  Service  Comimission  vipo^  appropriate  eligible  registers 
for  reappointment,  eligibility  thereon  to  continue  for  one 
year,  from  date  of  ■  separation. 

"Such,  reemployment' registers  v.'ill  be  separ.ite  and  apart 
from,  the  registers  of- the' Commission  resulting  from  currer^t 
examinations,  and  eligibility  thereon,  and  certifications 
and  appointments  therefrom,  shall  in  all  respects  confcnn 
to  the  usu?.l  practice  and  procedure,  excapt  that  certifica- 
tions of  persons  formerly  in  the  apportioned  service  .sr^ll 
be  im.de  without  regard  to  the  apportionment. 

"The  Departments  in  making  reqrisiticn  on  the  CozTiission 
for  certifications-  of  eligibles  shall  state  •.'iiether  they  pre- 
fer certification  to  be  made  from  a  reemplc^raaent  register  or 
from  a  regular  register  of  the  Commission. 

.  ".It  is  desirable  that  the  Departments  in  making  requisi- 
tions request  certification  from  the  reemrlor.'ment  registers 

so  far  as  practicable,  having  in  view  the  efficient  perfor- 
mance of  GoverriiTient  woi'k." 
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"The  follQ'Alng -paragraphs  are  e:cplanatorv  of  the  ordsr: 

"1.  .  The  order  applies  only  to  persons  who  vvere  appointed  -thrp-ng^h' 
open  coiipetitive    examination  from  certificates  iss-aed '  for  probational 
appbihtrr.ent .     It  does  not  apply  to  those  appointed  throTogh  noncornpeti- 
tive  examination  tinder  section  10  of  Rule  II,   the  Executive  Order  of 
March  26,   1517:  or  other  exceptions  from  open  cornpetitive  examination. 

"2.     It  applies  only  fo  those  dropped  from  the  service  "by  reduc- 
tion of  force  and.  vmo  are  recom-rnended  for  further  employment  "by  the 
G-oveiTiment  "because  of  demonstrated  efficiency  in  the  office  fromi  which 
separated. 

"3-.    The  names  of  those  fo-ond  eligi"ble  vdll  "be  reentered  x^on 
registers  corresponding  to  those  from  v/hich  they  were  appointed  in  ac- 
cordance with  their  examination  ratings.    These  registers  will  "be 
separate  and  apart  from  the  registers  from,  current  examinations.  Certifi- 
cation will  "be  made  from,  the  head  of  these  registers,   three  names  being 
certified  for  each  vacancy.    The  appointing  officer  may  select  any  one 
of  the  three  eligi"bles  for  filling  a  vacancy.  ..    :  ■  . 

The  order  applies  to  the  field  services  outside  of  Washington 
as  well  as  to  th^  service  a,t  Washington,  and  the  district  secretaries  of 
the  Civil  Service'  Commission  will  also  estahlish  reemplo:,Tnent  registers. 
Eligihility  may  "be  transferred  from:  the  Washington  registers  to  corres- 
ponding registers  for  the  field  service.    Many  registers  are  maintained 
only  in  Washington  and  there  are  nc  corresponding  field  registers. 

"5.    Those  separated  from  .the  apportioned ' service  at  Washington 
will  be  entered  upon  registers  for  the  apportioned  service  in  the  order  ' 
of  their  ratings  and  v/ill  be  certified  irrespective  of  State  residence, 
but  only  those  who  meet  all  the  req.uirem.ents  for  original  appointment  in 
the  apportioned  service  will  be  eligible. 

"6.    The  Executive  Order  suggests  to  the  Departments  the  use  of 
these  registers  in  preference  to  registers  from  current  exam.inations  as 
a  natter  of  pubMc  policy  and  in  recognition  of  the  fact  that  many  of 
the  persons  the  order  is  intended  to  favor  accepted  a-ppointm*ent  at  some 
persorial  sacrifice. 

'   "7-    I  ^  is  probable  that  only  a  sr.all  part  of  the  force  separated 
by  reduction  will  be  needed  when  the  service  is  reduced  to  a  peace-time 
basis.    Therefore,   there  v;ill  probably  be  opportmity  for  appointm.ent 
from,  the  reemploym.ent  registers  only  for  those  whose  e^s-m.ination  ratings 
are  high. 

"S.  Eligibility  on  the  reemployment  registers  v/ill  not  preclude 
persons  who  have  served  six  mionths  and  received  absolute  appointment 
from,  being  transferred  from,  the  departmental  to  the  field  service,  from 
t"ne  field  service  to  the  departm.entai  service,  or  within  the  field  ser- 
vices under  section  S  of  Civil  Service  R-ixLe  X.  Transfer  is  not  secured 
through  reauest  of  the  individual  tpon  the  Commission  but  by  his  applica- 
tion to  the  office  in  v/hich  he  desires  employm.ent. 
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"9.    A  provision  of  law  prohi'oits  tre.nsfer  of  an  eirplovee  from 
one.  department  or  independent  estatlishnent  -  to  another  such  departnient  or 
esta'blishuient  at  Washington  -until  after  such  person  h^s  served' for  a 
term-Of  three  years.-   A  siniilar  prevision- of  the  civil,  service .  r:-les  ap- 
plying: to  ,  other  transfers  to  or  f rcir;  a  field  service-iray  "be  waived  by  the 
Coiamission  when  presented  oy  an  appointing  officer  giving  reasons  satis- 
factory to  the  ComTiission. 

"By  direction'  of  the  Coirinission: 

John  A.  ?icllhenny, 

President." 

The  attention  p-f  "branch  offices  is  directed  especialLy._  to  Section 
h  of  the  ahove  circular. -•  Blank  forrns  for  use  in  ra-king  application  for 
reemployment  on  the. part-  of  any  who  nay  "be  separated  from  the  Bureau  ser- 
vice on  acco-unt  of  a  reduction  in  force  ray  he  secured  from  the  Fersoniiel. 
Section  -^jpon  request. 

13.     USE  OF  DICTATIIT5  MACHD^S. 

In  item  3  of-  Ir^ormation  Circular  No.  I7 ,   thrc-jgh  inadvertence  a 
specific  trade  nam^e  \ms  used;  instead  of  a  general  term  as  was  int-eruied. 
The  Dictaphone  -is;  not.  .the  only  dictating  nachine  on  the  market  and  it  is 
not  kno^Am,  iior  is  the-re  any -special  belief  in  the  B-'oreau  of  !fe.rket3,  that 
it  is  better  than  other  dictating -machines.    The  more  general  term  of 
"dictating  rrachine"  should  have  been  used  throughout  item  3  °^  Ir.f ormatior. 
Circular  No.  I7.  ■  .  ■- 

In  this  corjaection,  it  may  be  noted  that  the  U.  S.  Civil  Service 
Commission  fell  into  an  error  of  the  same  ki'nd  in  arj-io^oncing  an  examina- 
tion for  Dictaphone  Operators.    On  all  anncuncem.ents  not  c.lready  sent  out 
the  Comirassion  is  changing  this  title  tc  that  of  "Dictating  Iviachine 
Transcriber".  •         .  •; 

1^.     IMFOmflL  BIDS.  -    -  - 

"When  it  is  desired  tc  make  a  purchase  in  the  open  market,  and -the 
amo-unt  involved  is  over  $50,   the  Fiscal  Regulations  of  the  Department, 
paragraph  30 ,  require  that  fomal  proposals  be  sent  to  three  or  more  deal- 
ers.    The  proper  procediu'e  is  for  the  project  involve!  to  aidrass-a 
memiorandum  to  the  Property  Clerk  of  the  Bureau  giving  conrlete  specifi- 
cations of  the  equipment  desired,  ■  and- the  nam.es  and  addresses  of  three  or 
more  firms  to  ";hich  invitation  to  submdt  bids  should  be  sent.     The  memc- 
rand-um.  should  indicate  briefly  but  clearly  the  purpose  for  which  the 
article  is  desired,  why  it  is  needed,  and  the  estimated  cost.  Branch 
offices  should  furnish  this  ir^ormation  to  their  project  offices  in. 
Washington.    The  Property  Clerk  will,  draw  the  specifications  in  tlie  -form 
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req.-aired  by  the  Department  and  will  prepare  a  memorand-um  transmitting 
them  to  the  Chainran,  Eoard  of  Awards,  over  the  signature  of  the 
Administrative  Assistant  in  Charge  of  Operation.    After  the  invita- 
tion to  s\xbmit  "bids  have  been  sent  out  by.  the  Board  of  Awards,  the 
proposals  received  in  reply  and  opened  by  the  Board,   the  B-oreau  is 
given  an  opportunity  to  state  whether  there  is  any  reason  why  the  low- 
est bid  should  not  be  accepted.     From  this  point  on,   the  provisions 
of  Bureau  Memorandum.  lU6  should  be  follov.-ed. 

When  bids  are  sec-^ured  on  the  plan  outlined  above,  confusion  is 
avoided  and  there  is  less  chance  of  difficulties  8-rising  later.  Bids 
secured  in  the  form  of  letters,  telephone  conversa-tions  confirmed  by 
letters,  etc.,  freq^uently  cause  conplicated  situations,  due  to  differ- 
ences of  subject  matter,  etc.,  3,11  of  which  results  in  delay  in  secur- 
ing the  articles  needed.    Except  where  time  actually  will  not  permat, 
the  invitations  to  bid  should  go  out  through  the  Board  of  Awards, 
Where  an  emergency  demands  otherwise,   it  will  pay  to  e^cercise  the 
greatest  care  to  see  that  the  bids  as  subm^itted  sho^v  clearly  the  exact 
specifications  bid  upon,  and  appro\'al  of  bids  will  be  expedited  by 
having  specifications  bid  upon  identical  in  all  importa.nt  details. 

15 .     REPOPTS  0?  REVIBWINCr  SECTION  ?0H  WEEKS  STTDi:'&  IvIARCE  S,  MABCH  13 , 
AM)  MARCH  -22. 

The  reports  of  the  Reviewing  Section  for  the  weeks  ending 
March  S,  March  I5  and  IvLarch  22  show  that  during  that  three  weeks' 
period  a  total  of  3SS2  letters  ware  dictated  to  pool  stenographers, 
as  aga-inst  2330  to  divisional  stenographers.    This  is  considerable 
improvement  over  the  record  for  the  preceding  three  weeks  which  shows 
.  totals  of  2S52  dictated  to  pool  stenographers  as  against  359^  ^'^ 
divisional  stenographers.    The  report  for  the  v\feek  ending  March  22, 
1531  letters  to  pool  stenographers  and  6U2  to  divisional  stenographers, 
indicates  that  mar^  dictators  are  making  a  real  effort  to  organize 
their  desk  v/ork  so  as  to  utilize  pool  stenographers  to  greatest  ad- 
vantage.   There  still  is  much  to  be  acconplished  in  this  matter,  how- 
ever, as  the  policy  of  the  Bureau  is  to  nake  the  use  of  the  pool 
universal  and  complete,  leaving  provision  for  the  use  of  divisione.! 
stenographers  for  actual  em.ergencies  only,  such' as  cannot -be  m^et  by 
the  Stenographic  Section.    The  report  for  the  three  weeks  referred  to, 
by  sections,  follows:,  • 
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Letters  Dictated  to  Stenographers 
-  Week  Ending  - 


Iviarch 

l.la 

ret  -13 

-  I/a 

rcn 

Project  P 

ool 

Dirisicnal 

Pool 

Diyisioral 

Pood 

rivisicr^ 

IJhrkst  P-iarvey.s 

21 

213 

3S 

Live  Stock  and.  Meats 

171. 

■  1^3 

32 

119 

59 

Fedora,!  G-rain  S-Tjer~i3icn 

110 

115 

85 

136 

i+1 

Grades  and  Standards 

13 

33 

27 

30 

25 

C it"  Markets 

14 

13 

23 

S 

Z 

13 

Aif  mini  s  trat  ive 

109 

63 

22 

137 

55 

T  x-a?irp  o  r  ta  t  i  on  and  S  to  ra  ge  i  CC 

7 

36 

2c 

116 

17 

Cotton  Ean;lling  and 

/.lla  rks  ting  -  . 

Ul 

32 

6c- 

17 

Cotton  latuT'os 

7 

0 

31 

— 

Nitrate.  Section 

167 

700 

203 

1S7 

23c 

21s 

Preservation  of  ?.<S:  V.  in 

Tra-nfjit  &  Storage.  . 

7b 

10 

55 

55 

4 

Seed  Ivjarketing  I nves ti- 

gs tions. 

2U 

1 

55 

1 

35 

Grain  Standardisation 

37 

24 

15 

12 

16 

li 

P.-oral  Credit ,  Ins-orance,  ' 

Etc. 

23 

^1 

li. 

y  i 

35 

Foreign  Marketing 

Uq 

S 

15 

7 

2  1 

17 

Marketing  Lairj  Products 

S7 

16 

f—  »— 

30 

Warehouse  Investigations 

2 

3 

3 

2 

10 

1^ 

Cooperative  Pizrchasing  & 

iviarketing. 

— ' 

15 

. 

D 

Market  Business  Practice 

■I 

X. 

10 

.c 

3 

1 

^ool  Work,  War  Industries 

Board, 

^41 

^^3 

■  3c 

17s 

Totals  ■  1 

.  116s 

121^3 

^  ol 

1531 

6Us 

l5-     HAimi!TG  OF  FUICS  OOLLECrEr  FC5  EELIE?  T70gZ,  ETC.  • 

The  Chief  Clerk  of  the  Biireau  has  req.u£3tsd  that  greater  care  ce 
exercised  in  sending  to  his  office  CTirre-icy  collected  in  relief  work  can:- 
paigns,  etc.     Several  sections  sent  through  the  regular  Bureau  rail  the 
contri"butions  for  the  ITear  East  fund.    A  tr^-^stei  niessenger  sho-old  used 
for  this  purpose  cr  the  funds  should  be  delivered  persomll^  "by  the  en:- 
ployee  -who  cade  the  collection  for  the  office  cr  TDrcject.    In  either  case, 
tne  Chief  Clerk  requests  tliet  the  money  sent  hL^.  be  accoinTranied  "br-  := 
n:eir.oranduir.  froir.  the  head  clerk,  or  authorised  person,   statin=  the  aarount 
of  cash  transmitted. 


17-    MONTHLY  milTSOEIPTS  OF  JOI!^  EXPSl'TSS- .A  C COUNTS  . 

Effective  v^ith  the  fiscal  year  ■beginning  July  1,1915,  each  joint 
"branch 'office  of  the  Bxu'eau  of  Ivia,rketa  wi-11  be  required  to  n'lake  o-at  a 
monthly  icemized  transcript  of  each  set  of  .joint  accounts  of  such  office. 
Each  moTith'.s.  statement  will  oe  footed  up  and  balanced..    Beginning  with 
the 'report  ,  for-.the  month  of  August,  I513,  and  each  month  thereafter,- the 
balances  appearing  rOn  the  prevhous  month's  report  will  be  brought,  for- 
ward..  T.f  "any.  transcript  is  not  conplete  within  itself,  supplementary 
statements  .should  be -a.Vtaohed  e:-cplainirig- anything  that  is  not  clear.  .. 
For  .'instance,,  .  if  .any  account  is  split,   the  .reasoTis  for  splitting  ■  it 
"should  be  stated.    Where  the  reasons  for  debit  charges  are  not  self- 
./..evident,  brief  explanations- -should  be  given/  .  .   '  " 

■.  These- monthly  s-tatements  should  b-e  mailed, to  the  Branch  of  Opera- 
tion.,, where  they  will  be  kept  on  file, so  as  to  be  accessible  at  all  times 
Pro-ject  leaders  are  constantly .  in  .ne ad  ^f  definite  ihformtion  concerning 
'joint  branch  office  expenses  and  thes-.e  statements'  will  be  of  great  value 
in  supplying  such  data,  and  answering  'Questions  as  to  the  equity  of 
specific  charges,  ■ 

...  ...  Notice  of  the  -Inauguration  of  these  reports  .is  being,  g'iven  "at'- 

this  time,  in .  order  tbat  there  xray  be  no.:,  failure  .  in,  submit^ting  the-  're- 
ports promptly  at  the  end  of  July  ,and  monthly  thereafter.     It  is  impbrtan 
that  the  reports,  be  me,de  "co  accurately  an-d  sent  in  promptly. 

IS.'    EI'TICISNCY  "eEPOHTS.'    ■         -..    ■  .        -  - 

..        .  Recently  there  was  mailed  to-  ea^h  permanent  clerical-  employee  ,  in 
the  Bureau,,  a  .copy-  of  -  the- •memorandum. -of- April  23,  I9IS,  .explaining  in 
detail'  the.  n:ie.thc.ds...used  in  es.tablishing  -the- .Efficiency,- Register,  and  at- 
tache.d -thereto,  was.' one  of  .the  efficiency  blanks  filled. -out  and  submitted 
by' pro ject  leaders  for  the  inf oraation  -of  the  Efficiency  Committee.  It 
vjas  not"  intended  that  these  bla.nks  should  be  filled  in,  txit  that  they 
vtfould  serve  to  inform  t'ne  va.rious  employees  of  the  points  considered,  by 
the  Efficiency  Committee.-.  The.  reports  •.'.hich  have  been  submitted  will 
receive  no  recognition  and  v.-ill  becom^e  no  permanent;  part ,  of  the  official 
record;  however,  on  April  15,  t'ne  repcrt  blanks  will  be  submitted .  throijgh 
the  respective  project  leaders,  to  be  prepared  by  the  responsible  repre- 
sentatives in  the  field  offices  for  all  clerical  employees  serving  under 
their  supervision.     On  V^y  1,   the  report  blanks  will  be  submitted  to. 
project  leaders  for  cleri^cal  employees  in  Washington.     These  reports 
_   should  be  returned  by  the  field  representatives  promptly  in-order  that 
the  project  leaders  may  have  an  opportunity  to  consider  them  carefully 
and  to  .  combine.. themi  "-vith  the  reports  received'  from  the  other-  branch-  ""  •- 
offices  3.nd.7«ith--the  repo,rts  covering  clerical  employees  in  Washington-, 
for  transmission  to  -  the ;  Efficiency:  Committee.  '  These  reports  miust  be' 
returned  to  the  Personnel  Section  not  later  than  May  8,  I919.  •  ' 
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In  tliis  Gorinect ion,  particular  attenticn  is  called  to  the  ici- 
portance  of  answering  the  various  questions  definitely.    Those  ques-  - 
tions  which  reauire  detailed  statements  should  "be  ans'.ver3d  as  orieily 
asJpossi'ble,  and- where  ke,7  words  are  indicated,  as  in  questions  2,-  3» 
U,  S,  95  13  and  14,  the' answer  should  be  iniicated  "by  -  ':nde  rl  ining  the 
proper  v;crd.     It.  is  also  suggested  th-at  each  "branch  office  representa- 
tive nunher  the  reports  for  the-  eirplcyees  in  each  class  in  the  lower 
left-hand  corner,  and  that'  the  project  leaders  number  their  reports  - 
in  the  -.ipper  right-hand  comer,  indicating  the  order  in  "vhich  it  is 
desired  thiat  these  employees  be  considered  in  their  respective  classes. 

These  classes  will  be  grot55ed  as  follov;s:     $720,  $o^,  $3CC,  $Sk>, 
■.$100Q:  (  including  $1000,  $1020,  and  $1080  salaries)     $1100  (including 
$1100  and  $llHo  salaries)  ,  $1200  (including  $1200  and  $126o  salaries)  , 
$1300- .(including  $1300.,  $1320  and  $13  SO  salaries),  $lU00  (includir-g 
$lU0C  and  $1^+40  salaries),  $16dO  (inclxiding  $loCO  and  $l620  salaries), 
$1700  (including  $1700  and  $17^+0  salaries),  and  $1800. 

In  answering  the  question,  No.  8,  in  reference  to  p-'jnctuali ty , 
attention  is  invited  t-O;  meHiorandiam  No,  165,  of  November- 12 ,  19'18.     It  is 
knov/n  that  in;  the. pa. st,-.-. -in  answering -^h is  question  in  the  efficiency 
reports,  punctuality  has  b&en  s'xiowi  as' "habitual"  for  rany  employees 
who  are  Iniown  to- have;  be-en  habit;u$.lly  tardy,  and  -vvhose  attendance,  sc 
far  as  conforming  to  regular  office  hours,  h^s  been  far  from  satis- 
factory'.    It  is  intended  that  t"ne  answer  to  this  question  sho-jld-  indi- 
cate correctly  the  punctuality  of  the  erplcyee. 

The"  cooperation  of  responsible  field  representatives  in  accurately 
pr.epar.ing  these  efficiency  reports  '»7ill  materially/  aid  project  leaders 
and  the  Efficiency  Committee  in  establishing  the  proper  standing  of-  all 
clerical  employees  in  the  Eufeau  on  the  efficiency  register,  and  will 
thus  result' in  proper' recogiai  ti on  being  accorded  to  the  most  deserving 
employees  at  the  earliest  possible  date. 

The  efficiency  report  blanks  for  the  clerical  and  sub-clerical 
enployees  enployed  in  joint  office  operation  should  be  prepared  by  the 
Chairmen  of  the:  various  Joint  Operating  Committees  and  returned  direct 
to  the  Admdnistrative  As:sistant  in  Charge  cf  Operation. 

19.     JOINT  OFFICE  PEHSONT'^EL. 

To  emble  the  Washington  office  to  act  intelligently  in  the  ratter 
of  handling  .joint  brancii  office  riatters,  -  the  Chair!:sn  of  the  Operatir^ 
Goirunittee  at.  each  joint  office,  is  requested  to  fcr.vard  at  once  tc  the 
Branch  of  Cfeeration  a  list  <;f  the  j-int  .clerical  and  sub- clerical-  em- 
ployees in  such  joint  office.    The  list  should  include  the  folloT.-ing  in- 
formation: 
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Uarce 
Title 

Date  of  ciirrent  app ointment 
Salary 

Nati':!-re  of  duties 

Thereafter,  as  soon  as  ch3.nge3  occiar,  the  Branch  of  Operation 
is  to  he  advised  "by  a  letter  covering  each  case.    This  infonration  must 
"be  forthcoming  in  a  special  corriirranication  when  a  cha.nge  is  actually 
made  even  tliough  correspOiidence  concerning  the  m.a,tter  has  been  carried 
on  previously  with  any  of  the  "vTashington  offices.     Such  notices  of 
changes  v/jll  include  notice  of  the  esta'olis'ninent  of  a  new  position,  the 
discontinuance  of  a  position,  promotions,  or  demotions,   change  of  title, 
change  in  salary,  change  in  duties  or  assignnent,  and  any  other  changes 
affecting  the  personnel  of  the  joint  office. 

The  inform.ation  callevd  for  in  the  first  paragra^oh  ahove  must  "be 
sent  to  "^fe.shington  immediately.    The  necessity  for  this  haste  is  that 
the  sem.i  arjn.ral  distri'Diat  ion  of  the  efficiency  report  "blanks  will  he 
TcAde  a'bout  April  I5 ,  and  'we  m\ist  have  the  Joint  office  personnel  in  ad- 
vance ox  tne  distriOTiti on  of  the  tla,riks  so  that  we  may  know  whether  to 
send  efficiency  reooxt  blarjks  for  certain  employees  at  joint  hranch 
offices  to  project;  leaders  here  in  Washington  or  to  the  Chaii-man  of  the 
Operating  Committee  direct. 

The  Chairman  of  the  Operating  Gommiittee  at  each  hranch  office 
will  he  held  personally  responsihle  for  seeing  that  the  data  as  called 
for  above  are  sent  to  the  Branch  of  Operation  immediately  and  that  the 
information  covering  future  changes  is  forwarded  from  time  to  time  im- 
mediately as  such  changes  occur. 


Chief  of  Bureau. 
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IlN[?Omi£\TION  CIHCUL/^  HO.  19 
April  ih,  1519. 

1 .  COTTOIT  FUTUEBS  ACT  AlvPHTPED 

The  new  amendLient  to  the  United  States  cotton  futv-res  Act,  y;hich 
was  passe^iL  on  Ivlarch       1919,  provides  for  the  classification  "by  the 
Department  of  A^ricult-are  of  all  cotton  offered  for  delivery  on  future 
contracts.    Until  that  tin^e  the  Act  required  the  Departr.ient  only  to 
determine  disputes  as  to  the  grades  of  cotton  tendered.    Txiis  change 
necessitated  the  establishment  of  branch  offices  at  Hew  Torh  and 
He'.v  Orleans,  the  only  exchanges  handling  cotton  futures. 

The  amendment  also  limito    the  n-iimber  of  grades  deliverable  on 
contract  to  ten.  consisting  of  Middling  Eair,  Strict  Good  Middling,  Good 
Middling,  Strict  Middling,  Middling,  Strict  Low  Middling,  Low  Middling, 
C-ood  Middling  and  Strict  l/Iiddling  yellov/  tinged;  and  Good  Middling  yellow 
stained.    Under  the  old  cotton  futures  Act  20  grades  were  deliverable. 

¥ir,  H.  C.  Slade  is  temporarily  Chairman  of  the  Board  of  E::aminers 
at  Hev/  York,  assisted  by  Mrc  E,  L,  irancis  and  Mr,  G-eorge  Butter-vorth. 
It  is  eirpected  that  Mr.  T;.  C.  Heal  will  be  n^ade  the  permanent  Chairman 
of  this  Boe.rd.     The  Board  at  Hew  Orleans  at  present  consists  of  Messrs.  ? 
¥.  Enight,  Chairr.an,  H.  J.  Cassidj'-,  and  L,  E,  Earle. 

2.  DISTP.IBUTIQH  OF  HITRATS  OF  SO-lA  TO  PmtSRS 

One  of  the  important  em.ergency  activities  of  the  Bureau  of 
life-rkets  has  been  the  purchase  a.ncL  sale  of  nitrate  of  soda  to  farmers 
at  cost*    Under  authority  of  Section  27  of  the  food  control  Act, 
nitrate  was  purchased  last  year  in  Chile  at  a  cost  for  the  nitrate  itself 
and  the  torjiage  to  lift  it  which  enabled  the  Departmxent  of  Agriciilture 
to  sell  it  to  farmers  at  $75,50  per  ton  of  2000  pounds,  f.o.b.  ship- 
ping point.    About  120,000  short  tons  wesre  purchased  in  191^  j  '^'^  > 
ov/ing  to  bhe  difficulty  of  securing  ships,  only  about  75,000  tons  were 
transported  in  time  for  use  by  fan-ers  during  the  same  season,.  This 
nitrate  was  shipped  to  farmers  throvtghout  the  United  States  from^  six 
Atlantic  and  Gulf  ports. 

About  UO.OOO  tons,  Liiported  from  Chile  in  191<",  reiV-ained  on  hand^ 
for  distribution  d-'jTing  the  current  season.    Through  co^onty  agricultural 
agents  and  conTiiittees  appointed  to  assist  them,  applications  were  rereive 
this  jrear  from  about  100.000  farmers  for  a  total  of  about  151,000 
tons.    The  signing  of  the  arraistice  and  the  sudden  termination  of  the 
war  left  on  the  hands  of  the  ITar  Dspartmient  a  large  quantity  of  nitrate 
which  had  been  purchased  and  imported  for  miniticns  uses.    As  that 


Department  no  longer  needed  tl.e  iraterial,  the  surplias  over  the  stock 
requirenents  "being  consideraole ,  the  Ijepartr.ent  of  Agri cult-are  ar- 
ranged to  sec-are  about  111,000  tons  at  what  might  oe  termed  a  salvage 
price.    This  111,000  tons,  plus  the  ^,000  tons  left  over  frcrr.  last 
yea,r's  operations,  is  oeing  sold  to  farr.iers  at  a  uniform  price  of 
$S1.00  per  short  ton,  f.o.o.  shipping  point.    This  price  v/as  pablicly 
announced  at  the  time  application  blarics  v/ere  sent  to  countv  agents  for 
distribution  to  farmers. 

ITitrate  is  being  shipped  this  season  from  tr/enty-one  storage 
points.    At  each  such  storage  point  a  fonvardir^g  agent  has  been  appointed 
and  charged  with  the  duty  of  even-weighting,  reconditiorJLng,  loading  and 
shipping  nitrate  on  orders  received  from  T7ashington.    5h3se  representatives 
at  shipping  points  are  eirperienced  frov/arding  agents,  and  receive  from 
the  Department  of  Agriculture  a  nominal  salary  of  one  dollar  per  year, 
rlus  the  regular  commercial  rates  for  services  rendered,    Vihere  county 
nitrate  requirements  are  very  li^it,  farmers  have  been  requested  to  for- 
ward cashier^s  checks  or  L'ew  York  drafts  in  payment  for  nitrate  at  the 
ti>:e  of  filing  their  applications,  after  vAiich  the  nitrate  is  shipped 
direct  to  them.    Y/here  county  requirements  are  comparatively  heav^^, 
federal  nitrate  distributors  have  been  appointed,  on  the  recommendation 
of  comitry  agricultural  agents,  to  act  as  consignees  arid  distributors  for 
all  nitrate  slaipped  to  such  co-uu:ties.    These  federal  nitrate  distributors 
collect  money  from  applicants,  send  shipping  instructions  to  "asiiingtcn, 
receive  nitrate  and  distribute  it  to  farr;.ers.    Shipments  are  for/.-arded 
to  these  distributors  on  order  notify  bills  of  Ir-^ir^,  with  sigit  draft 
attached.    The  Dureau  has  designated  about  5OO  federal  nitrate  distribu- 
tors. 

To  date,  this  season,  shipping  instructions  have  been  sent  from 
P/ashington  to  for.varding  agents  covering  about  120,000  tons.  Hecords 
show  tliat  about  100,000  tons  have  actually  been  shipped.     It  is  expected 
that  the  entire  151,000  tons  will  be  shi^^Ded  before  the  end  of  May". 
Harbor  strikes  at  Ciarleston,  S.  C.  and  ITew  York  City  have  seriously 
interfered  with  shipments  from  those  points,  but,  in  spite  of  these 
nandicaps,  nitrate  should  reach  all  farmers  in  tLme  for  use  this  seascn. 

The  nitrate  is  shipped  in  bags  holding  200  co-jiids  eacl:.  Tl-.e 
smallest  individual  application  on  hand  is  for  one^tenth  ton,  the  largest 
IS  xor  300  tons.    Taking  into  consideration  prices  aslred  by  private 
aistrioutors  this  year,  the  I919  distribution  of  nitrate  by  the  Department 
OS  Agriculture  will  save  for  farmer-applicants  an  average  of  abc^at  ten 
dollars  per  ton,  or  about  $1,300,000.00  on  the  entire  q-oantity  shipped. 

^*    ^gMSSlR.  OF  TiULOYES  BETT/EaT  DIVISIONS  OF  THE  BUHSAU. 

■in  oi'der  to  prevent  a  recurrence  of  mis-cinder  standings  such  as 
have  existed  in  the  past  in  regard  to  the  proced-are  to  be  followed 
wnen  an  employee  is  transferred  from  one  division  of  the  3urea-a.  to 
another,  the  following  ro-atine  will  be  obser\-ed  hereafter  in  all  such 
cases. 


Ulae  req.u9st  for  the  transfer  "/ill       addressed  to  the  Chief  of 
Bureau,  signed       the  hea,d  of  the' division  to' v±L-ich  the  emplo-se  is  to 
be  transferred,  and  '.•-oncurred'  in  "by  the  head  of  the  other  division 
concerned.    A  place  \Yill  he  jirovided  at  the  hotter,  of  this  x-o:.oti~ 
rnendation  for  approval  oy  the  Chief  of  Bureau.     It  will  he  preijared 
in  qu-intuplicate,  the  original  copy  to  go  to  the  files,  one  carhoh 
to  the  project  to  vhioh  the  erqplojee  is  to  he  transferred,  one  to 
the  other  project  or  division  concerned,  one  to  the  Personnel  Section, 
■and  one  to  the  Section  of  Supplies  and  Accounts.    Tne  Persorinel 
Section  v/ill  thereupon  make  such  changes  in  its  records  as  nay  he  req."alr 

This  recon-snendation  should  contain  a  statement  sho'ving  the  nature 
of  the  duties  of  the  employee  in  the  positions  to  and  from  \vhich  he 
or  she  is  to  be  transferred,  the  reason  his  or  her  services  ca,n  be 
spared  in  the  one  project  or  division  and  the  reason  they  are  required 
in  the  other;     whether  the  transfer  '>7ill  constitute  the  -  establishjnent 
of  a  nev/  position  or  fill  a  va.cancy  in  one  division  and  how  the  va,ce.ncy 
caused  in  the  other  by  the  transfer  vjill  be  filled;  and  give  any  other 
■  reasons  for  recommending  the  t.ran?;fero    A  statement  also  should  be  made 
as  to  the  appropriations,  sub-appropriaticns,  e.liotmenos,  pro  jects,.  and 
account  numbers  from  v.hich  and  to  v.hich  the  cha,rg&3  for  the  erjployee's 
salary  are  to  be  transferred.    Upon  receipt  of  a  carbon  copy  of  this 
recommendation  filled  out  to  show  that  the  original  has  besn  approved 
by  the  Chief  of  Bureau,  the  Section  of  Supplies  and  Accounts  will  take 
the  necessary  action  to  effect  the  proper  transfer  of  liabilities^ 

k.    ABMINIST-S^-TIVE  ESGUTATIQNS 

Each  project  branch  office  and  each  joint  branch  office  should 
have  a  copy  of  the  Administrative  Regulations  of  the  Department  revised 
to  Augu.st  1,  ISIS.  Such  project  braiich  offices  as  do  not  ha.ve  a  copy  of 
this  publication  should  ask  for  one  copy  by  making  requisition  on  their 
respective  Washington  .offices.  Joint  branch  offices  n'ay  be  supplied  by 
making  request  on  the  Washington  office  of  one  of  the  projects  compris- 
ing the  joint  office. 

5.     I5-SPECTI0H  OF  EQ.UIFI'MP  SECURED  THROUGH  GEIJEBAL  SUPPLY  COIvMIT^EB 

Practically  all  supplies  and  equipment  obtained  through  the 
General  Supply  Comjiiittee  by  transfer  from  other  Governjnent  establish- 
ments, of  course,  are  secondhand  and  show  the  effects  of  handling  and 
use,    A  discount  is  made  for  tha,t  rs^;Son.    However,  employees  of  the 
Bureau  who  are  responsible  for  such'  matters  should  carefully  inspect 
all  furniture  or  other  ec^uip^'.on'c  received  in  this  mariner  before  ac- 
cepting it,  to  deteimine  whether  or  not  it  is  strictly  serviceable. 
LTote  of  its  condition  also  should  be  made  on  the ■  subrequest  v;hen  it 
is  receipted  for  in  order  that  the  Property  Clerk  ff  the  Bureau 'may  se'^e 
that  the  proper  disco-unt  is  received  from  the  original  cost  price  of  the 
article. 


-  if  - 


6.  DIKIffiLL  SETS  AED  STEEL  ERASERS  m  LOITGHR  KEPT  HI  STOCK 

Inkvvskk  sets  ffij-ch  as  f-u-mished  heretofore,  eq'cipped  with  cutglass 
sponge  cup  and  oak  pen  rack,  will  no  longer  oe  carried  in  stock,  "because 
of  their  high  cost.    A  sufficient  nauher  of  these  sets  ncv  has  oeen  s-jp- 
plied  to  meet  all  reasonatle  needs  of  the  respectire  sections  of  the 
Bureau.     Single  inl^wells,  sponge  cups,  etc.  ,  will  be  kept  in  stock  as 
heretofore. 

Steel  erasers  are  not  nov;  kept  in  stock.     These  erasers  are 
relatively  expensive  and  frequently'  are  so  misused  as  to  rain  their 
edge.    In  Washington,  those  already  issued  can  be  resharpened  in  the 
Departnent  shops*     It  is  believed  hereafter  the  chenncal  irjilr  eradicator 
furnished  on  stock  requisition  v/ill  zieet  all  reasonable  requiren'.ents. 
Branch  offices  -nay  secure  tiie  inli  eradicator  locally. 

7.  M  ROUTING  EOR  LETTERS  OF  AUTHORIZATIQIT 

Hereafter  Vihen  letters  of  authorizatio:.  have  been  signed  by  the 
Chief  of  Bureau  and  press  copied  they  will  be  handled  as  follows:  (l) 
The  ribbon  coioy  or  original  and  the  initialed  carbon  v/ill  be  sent  to 
the  Section  of  Supplies  and  Accounts;     (2)  the  tv/o  remaining  carbons 
vvill  be  sent  direct  frora  the  Section  of  Mails  and  Files  to  tl^.e  project 
concerned,  where  one  will  be  placed  in  the  project  authorization  file 
and  the  other  hcinded  to  the  x^erson  in  \'ihose  favor  the  authorisation  is 
dravm.    This  differs  fror.i  the  present  procedure  in  that,  after  being 
press  copied,  the  original  and  all  the  carbons  nov;  are  sent  to  the 
Section  of  Sapplies  and  Accounts  from  viiere  two  copies  are  sent  to  the 
project.    The  object  is  to  eliminate  the  delay  caused  by  sending  the 
project  copies  frist  to  the  Section  of  Supplies  and  Accounts  instead 
of  direct  to  the  project, 

S.     PERSOMEL  FOLDERS 

Tlie  Bureau  ixaintains  a  personnel  file  containing  the  complete 
personnel  record  of  each  ei:iployee  of  the  Bureau.    All  the  papers  re- 
lating to  each  individ^'j^l  are  fastened  in  the  folder.    This  info i-nat ion 
is  confidential  and  will  be  issued  by  the  file  room  only  to  the  proper 
clerks  in  the  personnel  section,  project  leaders  or  ercocutive  clerks 
in  the  respective  projects  a:id  administrative  officers  who  are  entrusted 
with  the  handling  of  confidential  natters.     It  has  been  noticed  recently 
that  some  of  the  folders  secured  fro:.:  the  section  of  rails  and  files  by 
the  various  projects  have  been  taicen  apart  and  that  papers  contained 
therein  have  been  separated  fror.  these  folders.    ^  nc.  case  sl'.ould  any 
papers  in  a  persoimel  folder  be  rer.:oved  theref ro:n  eve::  t  e.~corc--.ril:.' 
without  the  permission  of  the  Assistant  in  Charge  of  luails  and  Files, 

S.     SLOW  IvlA.IL  DELITOIES 

One  of  the  Bureau's  joint  branch  offices  in  one  of  tho  large 
cities  recently  tested  the  delivery  service  in  that  city  in  the  foilov/ing 
manner:    An  envelop©  containing  one  of  the  -:arket  reports  r.'as  delivered 
by  messei-iger  at  the  post  office  at  10,15  a.m.    The  e:^velope  vKis  directed 


to  the  office  niailing  tlie  report.     Delivery  was  not  :ce.6.e  -until  late 
in  the  afternoon.     The  sta.Tip  shov/ed  that  it  was  not  postrfiarked  -ontil 
1  p.m. ,  a  delay  of  nearly  three  hours  before  the  envelope  v;as  handled 
in  the  station. 

If  any  of  the  Burea-u*  s  offices  in  other  cities  have  reason  to 
oelieve  that  similar  delays  are  occurring  in  the  dispatch  of  our 
xnarket  reports  or  other  mail  na,tter,  it  might  be  well  to  make  a.  test 
of  this  kind.     If  this  is  done,  the  matter  shotild  he  taken  up  hy 
letter  with  the  post  office  concerned,  which  letter  shoxild  state  just 
what  time  the  mail  vvas  deposited  in  the  post  office  and  what  time  it 
was  received  in  the  'd ranch  office.     It  is  possible  that  such  procedure 
will  result  in  improvement  in  the  delivery  of  mail, 

10.    HAM)  IFEEDIi-TG-  VERSUS  AUTQi/ATIC  ESEDING  OF  MI?.IEOaBAPHS 

Attention  is  directed  to.  Item  No,  13  of  Information  Circular 
No,  12,     Our  experience  since  that  item  was  written  confinus  the 
advisability  of  feeding  mimeogre-phs  by  hand  rather  than  by  using  the  .  ■ 
automatic  feeding  device.    Hand  feeding  actually  is  speedier,  more 
accLirate,  produces  a  better  appearing  job,  a.nd  is  irrach  less  wasteful 
of  materials  than  is  automatic  feeding.     The  cost  of  the  a,utomatic 
feed  rollers  alone  is  quite  an  item,  and  this  m.ay  be  entirely  eliminated 
by  hand  feeding. 

However,  for  the  benefit  'of  those  who  still  prefer  to  use  the 
automatic  feed,  the  follov/ing  is  quoted  from,  a  letter  received  from 
Mr.  W.  H,  Hall,  of  Chicago  Joint  Office  No.  1,     It  is  su.ggested  that 
this  scheme  be  tried  by  the  various  offices  making  use  of  the  autom^atic 
feeding  device  and  a  report  of  the  results  m^de  to  the  Administrative 
Assistant  in  Charge  of  Operation.    Mr»  Hall  writes  as  follows: 

"We  have  experimicnted  enough  v/ith  these  feed  rollers  to  be  con- 
vinced that  we  can  repair  them  when  they  are  worn  down    and  do  not  feed 
properly.     This  is  done  by  preparing  a  piece  of  rough  card  board,  or 
better  still,  a  piece  of  sheet  rabber,  about  3/^  inch  wide  by  l/l6inch 
thick  and  long  enough. to  extend  around  the  roller.    One  half  of  uhe 
roller  is  turned  ba,ck  (inside  out) ,  the  piece  of  card  board  or  rubber 
placed  around  the  meta,l  and  the  rabber  tubing  rolled  back  over  the  rubber 
cardboard.     The  other  end  of  the  roller  is  prepared  in  the  samie  manner. 
Tnis  elevates  the  circumference  of  the  rubber  to  equal  of  the  thiclmess 
of  the  reinforcement.    Better  results  will  doubtless  be  obtained  if  the 
rubber  tubing  is  reversed  on  the  metal  tube  before  reinforcing  it,  as 
it  v;ill  bring  into  use  the  edges  of  the  rubber  previously  unworn.  3y 
exam-ining  one  of  these  it  will  be  noticed  that  the  rubber  teeth  Yv'e^^r 
round  on  one  side. 

"The  total  expenditure  for  rollers  since  mimeogro,phs  were  put  in 
operation  by  this  Bureau  would  probably  be  surprising,     I  sm  not  contend- 
ing that  we  can  do  a-.vay  with  purchasing  new  rollers,  but  I  do  believe  tha, 
most  of  the  old  rollers  no-.v  discarded  ca.n  be  reconstructed  in  the  m^/nner 
outlined,  or  &  similar  manner,  and  sa.ve  a  great  dea,l  of  money.     I  would 


liice  to  suggest  that  tlie  n^-tter  be  gi^-e-'  2.  tlicrou^-  trial  in  *7ashington 
and.  If  fo-axid  satisfactory,  issue  ir^sxr-^ctions  to  all  r£.r^et  -ar-d  fiald 
stations  to  nialte  "ase  of  tiiase  sugscg-ions  in  an  endeavor  to  reduce  the 
cost  of  the  upkeep  of  the  rs.ir:T.ogT.a]:h. " 

11.  gHE_Oj^Tg  i4lj_BULI'ET'IIT 

T7e  are  advised  that  the  Official  Bulletin  will  not  ce  distrilDuted 
in  the  future  in  the  •same  mar^ier  it  has  been  in  the  past.    Hereafter,  it 
will  be  necessary  to  .pay  a  subscription  price  of  $10.00  per  anniin  for  this 
-  publication.     Sherefore,-  all  brancr.  offices  to  v.hich.  the  Bulletin  is  new 
being  sent  niay  e^qpect  if  to  be  discontinued  at  any  tir.e.     If  any  branch 
offices  v;ish  to  refer  to  the  Of f  icial  .B-olletin,  it  is  probable  tliat  a 
copy  will  be  on  file  at  the  large  public  libraries.' 

1 2 .  USE  0?  TEL5PH0I-TE  A?  PFJJTCH  OmCFS 

The  attention  of  all  Bureau  eirployees  is  directed  to  the  fact 
that  branch  office  telephone  bills  frequently  list  calls  which  the 
records  of  the  local  office  fail  to  shov;  as  having  been  cade  by  any  cne 
in  the  office.     In  soiue  instances  this  is  .caused  by  soz:ie  of  our  rzen  in 
travel  status  mailing  telephone  calls  from  the  local  office  and  not  re- 
porting the  matter  to  s-ach  local  office.    Branch  office  telephone  accc'JLnts 
are  scrutinised  carefi'.lly  when  they  reach  Uashington.     It  is  but  fair 
to  branch  offices,  therefore,  that  they  be  informed  v.hsn  a  toll  call  is 
made  which  will  be  charged  to  them.    Also,  local  calls  from  branch  offices, 
v/hen- made  outside  of  office  hours,  shaold  be  aade  a  matter  of  record. 
Hereafter  all  Bureau  employees  when  mial-iing  toll  calls  at  any  time  or  local 
calls  outside  of  of fice  hours  will  make  certain  that  the  branch  office 
teleplione  operator  or  the  head  clerk  is  fully  informed  concerning  the 
ma,tter. 

In  this  connection,  it  also  should  be  rer.-.OL:bered  that  office 
telephones  should  not  be  used  for  outgoing  personal  calls  by  anyone,  in- 
cluding both  official  and  private  visitors,  cncept  in  emergency,  and  then 
cash  should  be  paid  by  the  person  calling  to  the  office  teleplione  operator 
or  head  clerk. 


Chief  cf  Bureau. 
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1.    PRDmNG.  FO'R  BRATO  OFFICES.  _       '-'r  ' 

Tnc  lav;  concerning  printing  for  the  executive  departments  and 
other  establishments  of  the.  -  Government  as  e:^pr:essed  in  the  legislative, 
exocufive,  and  judicial  appropriation  Act  for- the  fiscal  year  1920, 
•'  approved  March  1,  1919,  provides- that  on  and  after  July  1,  1919,all 
printing  shall  be  executed  by  or  through  the  C-ovemment  Printing  Office, 
•except  such  as' may  fe-c  required-- f or  the  exclusive  use  of  any  field 
service  outside  ^of -.the  District  of  Col-'ombia. 

In  this  connection  the  question  arose  as  to  whether  the  branch 
offices  of  the  Bureau  c-onstituted  a  field  service.    -Ihe  decision  has 

■bceii  made  ^by- the  Oorrp^rolier  of  the  Treasury  that  the  branch  offices 
of  the  Bureau  of  I.iarKetG  do  constitute  a  field  ser^.'ice  of  the  Depart- 
ment of  Agriculture.     It  follows,  therefore,  that  printing  to  be 
"used  at  the  branch  offices  of  the  Bureau  may  be  done  elsewhere  than 
at  the_  Government  Printing  Of  f  ice -and  pai'd  for  from  appropriations 

;  for '"the  projects  conducted  from  said  branch  offices*  ^ 

The  Joint  Comjn-dttee  on  Printing  has  absolute  authority  to 
determine  v;hat  if  an;/  printing  may -be  performed  at  the  branch  offices, 
and  it  will  be  the  policy  of  the  Bureau  to  seek  a.uthority  for  the 
execution  of  printing  elsewhere  than  at  the.  Government  Printing  Office, 
.  only^when  the  facts  indicate  conclusively  that  such  printing  is  urgent 
and  necessary,  and  for/the  exclusive  use  of  a  -field  service  outside  of 
"the  District .  . 

Eecbmfaendations  for  such  printing  should  be  transmitted  by  the 
project  leader  to  the  Bureau  editor.    The  assent  of  the  Joint  Com- 
mittee .on  Printing  must  be  obtained  before  any  printing  is  ordered, 
and  after  July  r  all  vouchers  covering  printing  done  elsewhere  than 
at  the  Governmicnt  Printing  Offi-cc  must  bear  evidence  of  the  approval 
of  the  Joint  Cor^imittoe  on  Printing. 

BBAITCH  OFFICE  Ivg'aLlNG  LISTS  ESTi\BLPSHED . ' 

.Bureau  Memorandui:i  No-.  177,  "Ar.;ion(£:icnt s  to  Ivlailing  Lists", 
rccGiitly  issued,  will  not  be  sent  to  Branch  Offices.    Amiong  the 
lists  established  by  this  memorandum,,  however,  is  ITo.  7>  niade  up 
as  follows:  ■      •  ■  .  . 


TT.S.Depai.  -■.gricultaie 


-  2  - 


7.    BRAIJCH  OFFICES  MID  PROJECT  BEAITCHES  (22U)  (Branch  of  Operation.) 

7B    Joint  Branch  Offices.   (26)     (Address  to  be  headed, 
"U.  S.  Bureau- of  I'larlrets".     i^ch  plate  to  carry  num- 
ber of  project  braxLches  in  the  joint  office  plus  one 
for  joint  operating  unit,) 

7c    Single  Pro.iect  Branch  Offices.   (55)     (Address  to-be  ■ 
headed,  "U.  S.  Bureau  of  I.Iarkets".) 

Combined  Branch  Offices.     (IS)     (ilddrcss  to  be  headed, 
■  .    ■  "U^  Se  Bureau  of  riirkets".    Each  plate  to  carrj'  the 

■.  "         number  of  project  branches  in  the  combined  office.) 

7E  Project  Branches  in  Joint  and  Combined  Offices.  (125) 
(To  be  headed  with  name  of-  project,  followed  by  "U.  S. 
Bureau  of  Markets".) 

The  number  in  "parenthesis  indicates  the  nunber  of  nanes  on 
plates  under  each  heading,  'Bcgirining  l\Iay  1,  or  earlier,  these  lists 
will  be.utilized  to  distribute  Branch  Office  Memoranda,  Bureau  and 
Department  Ilemoranda  of  special  interest  to  branch  offices,  In- 
fonration  Circulars,  and  other  connunications  for  branch  offices. 
These  lists  arc  under  control  of  the  Branch  of  Operation,  to  '.Thich 
application  may  be  made  for  their  use  as  needed.    The  regular  blue 
card  order  for  work  in  the  Addressing  and  Duplicating  Section  should 
be  used,  with  a  statement  thereon  to  show  what  it  is  intended  to  dis- 
tribute to  the  branch  offices. 

5«      miORI/J,  FOR  BIPLOYIESOF  DEPARTI^EENT".  ' 

A  plan  is  under  way  to  secure  by  the  volun tars'-  contributions 
of  the  employees  of  the  Department  of  Agriculture  sufficient  funds 
to  make  possible  the  erection  of  a  memorial  in  honor  of  those  enploj'^es 
who  gave  their  lives  in  the  war  against  Germany.     It  is  proposed  to 
erect  in  the ;  grounds  of  the  Department"  of  Agriculture,  Washington, 
D.  C. ,  a  "r.andsome  driniiing  fountain  on '\^4iich  shall  be  placed  an 
appropriate  bronze  tablet  bearing  the  r^amcs  of  those  who  lost  their 
lives  in  the  military  or  naval  ser\'-ice  of  the  United  States. 

As  worthy  of  such  a  cause,  it  is  desired  that  at  least  $1C,000 
be  subscribed  for  expenditure  on  this  testimonial-    Hhc  latest  report 
on  contributions  to  this  fund  shows  $2^25.25  pledged  up  to  April  lo, 
1919.    Up  to  the  present  time  only  I/3  of  the  estimated  allotment  of 
$900.  for  the  Bureau  has  beeh  subs'cribed. 

The  at  tent  ion -of  all  eii5)loyecs  of  the  Bureau,  both  in  TTashington 
and  in  the  field,  is  called  to^this  opport-anity  to  share  in  conme::.© rating 
their  former  associates,  and  all  are  urged  to  resporJ.  as  liberally  as 
possible. 


-  3- 


Pledge  cards  may  te  proc-ured  from  the  Chief  Clerk  of  the 
Bureau,  viho  is  chairman  of  the  local  committee. 

h,    i^Foiimm^s  m  the  field  service.  . 

In  connection  with  the  rapid  developmicnt  of  the  various  activ- 
ities of  the  Bureau  and  the  establishment  of  temporary  field  and  perman- 
ent bra^nch  offices  and  the  placing  in  charge  of  these  offices  of  repre- 
sentatives ne\/l3^  appointed  and  unfamiliar  with  Govermnent  routine,  it 
was  de.omed  a^d/isahle  to  have  the  Civil  Service  papers  of  eligihles 
selected  fr-cm  Biptrict  Civil  Service  certificates  transmitted  to  the 
Tj'ashington  office  for  review  prior  to  the  consummation  of  the  appoint- 
ment.    In.  this  connection  it  also  has  heen  necessary  to  m.a,ke  these  field 
appointmierts  ''Speclaj.''  and  to  e::pedite  samiC  in  every  way  possible  in  or- 
der to  secui-e  cj  er:  ca.l  a-:sistants  for  these  nevjly  established  offices  at 
the  earliest  possible  mioment.     To  avoid  a  possible  slight  delay,  the 
practice  has  been  est3,blis''ied  of  forvvarding  the  original  copy  of  the 
Bistrict  Civil  S-.rvice  certificate  to  the  I'fashington  office  direct  v/ith 
the  recomm.endation  for  appointment,  rather  than  through  the  office  of 
the  Bistrict  Secretary,  reporting  the  appointment  to  the  District  Secre- 
tary, on  the  carbon  copy  of  the  certificate, 

T/e  now  have  reached  the  state  of  development,  with  representatives 
in  cur  permj-nent  branch  offices  who  have  had  opportunity  to  become 
familiar  with  the  adrraniEtrative  routine,  v;here  appointmicnts  in  the 
field  service  can  be  handled  in  accordance  with  the  prescribed  Depart- 
mental routine  without  embarrassing  delays  or  material  handicap  to 
our  'Work,  and,  accordingly,  it  is  requested  that,  effective  May  l6, 
1915,  these  appointmisnts  be  handled  strictly  as  outlined  in  Paragraphs 
62  to  91  inclusive,  of  the  Administrative  Regulations  of  the  United 
States  Departmicnt  of  Agriculture,  revised  to  Aug^ast  1,  19dS, 

On  and  after  Ifey  16,  I919,  field  representatives  will  discontinue 
the  practice  of  forwarding  to  the  YJashington  office  the  Civil  Service 
examination  papers  of  clerical  and  sub-clerical  appointees,  except  upon 
special  request  from,  the  YJashington  office.    The  recommendation  for  ap- 
pointmient,  containing  the  information  requested  in  Bureau  Memorandum 
No,  156,  v;ill  be  forwarded  to  the  Cnief  of  this  Bireau,  ma,rked  for  the 
attention  of  the.  proper  project  leader,  throu^  the  office  of  the  Dis- 
trict Secretary  of  the  Civil  Service  Comma ssion,  with  the  return  of  and 
report  on  the  Civil  Service  -certificaie-i'roin- which  'the -appointee  is 
selected,  or  in  case  of  appointm.ents  other  than  fromi  Civil  Service 
certificates  througj.1  -he  District  Sccretar^^'s  office,  for  proper  en- 
dorsement.    The  District  Secretary  will  forward  the  recommendation 
direct  to  the  Chief  of  this  Bureau,  attaching  the  original  Civil 
Service  certificate,  or  endorsemient ,  to  the  recoiuBencation  for  ap- 
pointment.   These  recommendations  will  be  handled  within  the  Bureau 
in  Y.fashington  by  special  mail  service  and  every  effort  will  be  made 
to  expedite  the  consummation  of  the  appointment. 
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In  this  connection,  attention  ia  called  to  the  in^portance 
of  submitting  all  essential  inf or]:::ation  in  the  original  rGComendation  ■ 
in  orde:.-  to  avoid  the  necessity  fey  the  T.iashington  office  calling 
for  additional  inforr^tion.    An  effort  should  to  made  to  anticipate 
the  req.uirc:Tients  in  the  field  service  and  to  allow  s-jLfficient  tir.e 
for  the  consideration  and  handling  of  recomnentotionG  in  the  Washington 
office.    No  appointees  in  the  field  service  should  "be  allowed  to  enter 
upon  duty  prior  to  the  consuziiEjation  of  the  appointment  in  ITashington, 
without  specific  approval  of  the  Chief  of  Bureau  in  each  individual 
case.    Secoirmcndations  for  appointments  which  are  made  retroactive 
should  include  a  statement  showing  the  necessity  for  allowing  the 
appointee  to  enter  upon  duty  prior  to  the  consummation  of  the 
appointment. 

The  hearty  cooperation  of  field  representatives  in  the  estaolish- 
ment  and  ma:.m;onancii  oi  the  routine  herein  indicated  is  earnestly  re- 
q.ucstcd.     ae  Dvstxic-t  Civil  Ser\'ice  Secretaries  and  exec-j.tive  officers 
in  'Jashingccn  Vv-ill  at  all  times  m^.'-ce  every  effort  to  assist  field  repre- 
sentatives in  handling  their  employment  prohlems* 

In  exceptionally  urgent  cases,  the  appointments  may  be  expedited 
by  the  x'l.se  of  the  leased  wire,  the  prescribed  routine  being  follov/ed  in 
confirmation  of  the  telegraphic  request.    Hcv;ever,  it  is  req.uested  tnat 
this  be  resorted  to  only  in  Vferv  virf^e^it  caf;_3g  v/here  the  work  in  hand  will 
be  materially  retarded  and  affected  in  conseficenc  e  of  the  follovring  cf 
established  outlined  procedv^e  ard_it  _is_iirijpa£:Vble  for  uhe  field  repre- 
sentative to  anticipate  and  yirovid-s  for  t^e  vnrr-ent .  xne  abuse  cf 
"Special"  privileges  in  the  past  has  in  several  Instances  made  necessary 
the  discontinuance  thereof,  and  the  attention  accorded  "Special"  cases 
in  the  future  will  depend  entirely  upon  the  discretion  with  which  field 
representatives  avail  themselves  of  this  privilege. 

5.  RSBF-ma:B!7;i^J  of  SOLDIKRS  aid  SA'I0^.G. 

Circular  m,  3U,  of  the  Office  of  the  Secretary,  (v.hich  is  r^t 
being  distributed  to  branch  offices)  calls  attention  to  the  follow- 
ing provision  contained  in  the  Deficiency  Act,  approved  Febraary  25, 
1919: 

"•That  all  former  government  employees  who  have  been 
drafted  or  enlisted  in  the  military'  service  of  the  UrJ.ted 
States  in  the  war  with  G-ermany  shall  bo  reinstated  on 
application  to  their  former  positions,  if  they  have  received 
an  honorable  discharge  and  are  qualified  to  perform  the 
duties  of  the  position." 

6,  KEH/iPLoin.iENT  ri:gisti:r. 

Referring  to  Item  12,  of  IrJ'ornation  Circular  llo.  IS,  Circular 
3^  of  the  Office  of  the  Secretary  (mentioned  above)  calls  attei-.ticn 
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also  to  a  recent  ruling  of  the  Civil  Service  ConnjDi.ssion,  to  the  ef- 
fect that  a  person  v/ho  is  separated  from  the  service  to  prcvide  a  place 
for  the  reinstatement  of  a  soldier,,  in  accordance  with  the  law  quoted 
alDovo,  is  entitled  to  have  his  name  placed  vipon  a  reemployment  register 
in  conformity  with  the  Executive  Order  of  Hovemher  25,  19.^^-  " .: 

This  was  in  response  to  a  question  which  had  "been  raised  as  to- 
whether  a  separation  under  these  circumstances  might  "be  regarded  as  a- 
"reduction  in  force,"  and  the  einployoe,  therefore,  entitled  to,  receive 
the  "benefit  of  the  Executive  Order. 

7-     LEASED  VJIRE  CIR.CTXTS  TO  PACIFIC  COAST. 

The  comoination  of  the  two  Pacific  Coast  leased  wire  circuits 
"becomes  effective  Ivlay  1.     The  joint  circuit  is  to  include  all  offices 
now  in  operation  on  hoth  circuits.    This,  as  a  consequence,  necessitates 
the  selective  reduction  of  the  volume  of  market  reports  handled  "by  the' 
leased  wive  sei^/i.'^e  west  of  Denver^    The  com"bined  "u.se  of  this  circuit 
bv  three  pro jects-— ivlarket  Surveys,  Live  Stock  and  Meats,  and  Dairy 
Products — -will  make  it  impossible  to  leave  anougia,  time  for  miscel- 
laneous messages,  or  me?sageo  other  than  those  having  to  do  directly 
with  the  repor"oing  sexvios,^  to  permit  extensive  use  of  this  service 
for  miscellaneous  te'^eci-ams,    "^^hen  leased  wire  messages  to  points  on 
the  new  joint  Pacific  Coast  circuit  are  prepared,  they  are  to  include 
in  the  address  the  word  ''mail"  or  the  word  "forward""-      Either  kind 
will  "be  forwarded  over  the  Pacific  Coast  circuit  if  conditions  per- 
mit.   Otherwise,  thone  marked  "Forward"  will  "be  forwarded  over  com- 
mercial wires,  and  those  marked  "Mail"  will  "be  copied  and  sent  by 
mail.     Care  shou.ld  be  taken  not  to  iiark  telegrams  "Forv;ard",  the 
nature  of  which  will  not  justify  forwarding  from  Denver  over  commercial 
wires. 

The  proposed  schedule  for  this  circuit  is  as  follows, 
schedule  is  to  be  adhered  to  as  long  as  it  is  in  effect,  but 
tmderstood  to  be  more  or  less  tentative  and  experimental  and 
to  revision  after  having  been  thoroughly  tested. 


This 
it  is 
sub j  ect 


Eastern  tim.e. 

S:Od  A.M.,  to  11:00  A.M,  Market  Surveys 

11:00  A.M.  to  11:^5  A.M-  Live  Stock  and  Meats 

11:^5  A, M.  to  12:15  P.M.  Dairy  Pro dacts 

12:15  to    2:15  P-M.  Live  Stock  and  Meats 

2:15  P.M.  to    5:00  P.M.  Market  Surveys  " 

5:00  P.M.  to    6:^5  F  .IL  Live  Stock  and  Meats 

Tijicsday,  \7cdnesday,  Friday 

6:1^5  P.M.  to    o:00  P.M>  Dairy  Products 


V 
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Central  Time. 


7:00  A.M.  to 
10:00  A.M.  to 
10:^5  A-lvL  to 
11:15  A.M.  to 
1:15  P.M.  to 
4:00  P.M.  to 


00  A.M. 
1+5  A.M. 
15  A.M. 
15  P.M. 
4:00  P.M. 
4:45  P.M. 


10 
10 
11 
1 


5:45  P.M.  to    7:00  P.IvI. 
Mountain  Time. 


6:00  A,M. 

9:00  A.M. 

9:45  A.M. 
10:15  A.M. 
12:15  P.M. 

3,00  P.M. 


to  9:00  A.M. 
to  9:45  A.M. 
ton 0:,  15  A.M. 
tol2rl'^  P.M. 
to  3 1 00  P.M. 
to  4:45 


4:45  T.IL.  to  6:00  P.M. 


Pacific  Coast  Tiiae. 


5r00  A.M.  to 

S:OD  A.M.  to 

S;Ii5  A.M.  to 

9-15  A.M.  to 

11:15  A.M.  to 

2:00  P.M.  to 


S:00  A.M. 
c:45  A.M. 
9:15  A.M. 
11^5  A.M. 
2:00  P.M. 


;45  P 


3:45  P.M.  to    5:00  P.M. 


llarket  Surveys 

Live  Stock  ar.d  Meats 

Dairy  Products 

Live  Stock  and  Meats 

^.^^arket  S-^rvcys 

Live  Stock  and  Meats 

Tiissday,  "iTednesday,  Priday 
Dairy  Products 


I.fiarket  Surveys 

Live  Stock  and  Meats 

Dairy  Products 

Live  Stock  and  Meats 

I/iirket  Surveys 

Live  Stock  and  Meats 

T-aesday,  TTcdncsday,  Priday 
Dairy  Products 


Market  Surveys 

Live  Stock  and  Meats 

Dairy  Products 

Live  Stock  and  Meats 

I^rket  Surveys 

Live  Stock  and  Meats 

^Tuesday,  TJcdnesday,  Friday 
Dairy  Products 


This  arrangement  leaves  2:00  to  3*^5  ^-       Pacific  Coast  tir.:e  on 
Monday,  Thui'sday  and  Saturday,  as  the  only  time  for  miscellaneous 
"brasiness. 

S.      TELECtRAPHIC  .R^^TSS  nrORlASED. 

Department  Memoifi-ndJin  No.  273  ('^^ich  is  not  oeing  distrioutod 
to  "branch  offices)  calls  attention  to  Order  No.  2940  of  the  Pcstaaster 
General,  which,  hegirjaing  April  1,  191° »  effects  a  2Cyo  increase  over 
the  present  Government  rates  for  telegrams  sent  over  the  commercial 
wires  and  for  leased  wires  used  "by  the  Government.    Appendix  D,  of  the 
Fiscal  Regulations  is  amended  accordingly. 


9-      THE  mQ.UIRY  omCE  OF  THE  DEPAH'JMT  OF  LABOS. 


-    The  Office  of  the  Chief  Clerk  of  the  Department  of  Agriculture 
issues  the  following  irif orroation: 

"The  Service  Bureau  of  the  Coiomittoe  on  Puhlic  Infonration 
has  heen  consolidated  with  the  Inquiry  Office  of  the  Department 
of  Lahor  at  I706  G-  Soreet ,  N.      ,  Washington, 

"The  Inquiry  Office  is  prepared  to  answer  all  questions 
-  regarding  the  work  of  the  Department  of  Lahor  and  other  Gov- 
ernment agencies  dealing  with  laloor.     In  addition,  they  maintain 
a  directory  which  shov\/s  the  full  organization  of  the  executive 
depa,rtm,ent s ,  the  distrihution  of  the  duties  among  their  various 
Inireaus  and  divisions,  the  personnel  in  charge  and  the  location 
of  all  offices  in  which  they  are  established.    Their  purpose  is 
to  serve  as  a  general  clearing  house  for  information  pertaining 
to  Government  activities.    Questions  are  answered  as  they  arise> 
if  possil:le,  or  referred  to  the  particular  office  oest  quali- 
fied to  handle  them, 

"The  office  is  open  daily  (except  Sunday)  from  9  A.M.  to 
10  P.M.,  and  can  ho  reached  over  the  following  telephones-: 

Main  3250 

Main  S^J^-l — Branches  12S,  217 
IJlain  6934  (after  5:30)", 

10,      CORBEGTIQHS  REQUESTED  BY  ACCOUITTIITG  OFFICES. 

(a)  Form  5  Vouchers:    The  accounting  offices  of  the  Department 
have  called  attention  to  the  fact  that  the  hlank  spaces  in  the  upper 
right  hand  corner  and  on  the  left  hand  side  of  Form  5  vouchers ^  v;hich 
spaces  should  he  reserved  for  numhers  and  other  information  to  he 
filled  in  by  the  auditors,  are  fregjuently  used  for  inserting  rubber 
stamp  inrpressions  and  typewritten  matter  by  the  persons  preparing  the 
vouchers.    Before  the  vouchers  can  be  a^idited  and  passed  for  payment 
such  marks  must  be  erased,  and  this  involves  a  v/aste  of  valuable  time. 
In  order  to  correct  this  condition  it  is  requested  that  all  empiloyees 
of  the  Bureau  who  handle  Form  5  vouchers  see  that  these  spaces  are 
not  used. 

(b)  Bills  of  Lading:    On  all  original  and  mem.orandum  bills  of 
lading  issued  by  branch  offices,  the  appropriation  and  project 
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should  "be  shown  in  order  that  the  proper  fund  to  vdiich  the  expense 
is  cha-rgeahle  may  he  readily  determined  when  vouchers  are  received. 
At  present  roach  unnecessary  correspondence  is  caused  hy  the  inability 
of  the  accounting  offices  to  identify  the  shipments, 

(c)    Vouchers  for  Telephone  Service:    Attention  h^s  also  been 
called  "by  the  acco-unting  offices  to  vouchers  for  telephone  rents  and 
tolls.    Bills  for  this  class  of  service  are  incccrplete  and  in  ::::any' 
cases  have  to  he  returned  for  the  necessary  information  to  audit  them, 
thus  causing  considerable  delay  in  payment.     For  instance,  a  voucher 
was  rendered  for  $2*05,  the  "unit  price  being  6S-I/3/,  duration  of  call 
five  minutes.     It  is  quite  possible  that  three  minutes  is  the  minimum 
duration  of  the  call,  and  a  certain  fixed  sum  per  minute  for  overtime. 
It  is  evident  that  the  Treasury  cannot  check  a  charge  of  this  kind 
unless  full  information  is  given  on  the  voucher,  for  example: 

I^te   TVom   To  

Overtime 

Duration  of  call       Minimum  call      Mini  mum  charge         charge  Total 

5  min.  3  min.  75^  20^!^  min.  $1.15 

HThen  toll  slips  are  available,  they  should  be  sent  with  the 
voucher  and  contain  this  information,  in  vHaich  case  the  toll  may  be 
claimed  as  follows: 

February  1  to  28,  inclusive,  toll  $1-15 

11.      KEEP  YOUR  LIBERTY  BONDS. 

A  statement  has  been  issued  by  the  VTar  Loan  Organisation  of  the 
Treasury  Department  warning  holders  of  Liberty  Bonds  against  exchar^- 
ing  these  bonds  for  doubtful  securities. 

It  will  be  of  material  assistance  in  checking  this  practice  if 
the  names  and  addresses  of  all  persons  and  companies  wno  offer  specu- 
lative and  uncertain  stocks  in  return  for  Liberty  Bonds  and  V^ar 
Savings  Stamps  be  sent  vrith  copies  of  their  "literature"  to  the 

Federal  Trade  Cocmission, 
Vfeshington,  D.  C. 

In  the  proper  cases  investigations  will  be  made,  and  so  much 
information  may  be  made  public  as  will  be  in  the  public  interest. 
In  this  way  unfair  methods  of  cou^ietition  and  misrepresentations  in 
commerce  can  be  prevented. 


12.      THE  BUBmU  MP  TEE  VICTOEY  LQAIT. 


The  Victory  Loan  Campaign,  is  now  in  full  blast.     It  is  tho 
last  war  loan  campaign.    Let  us  make  it  a  Thanksgiving  Loan. 

Below  is  stated  "by  "bureaus  the  result  of  the  campaign  for 
Victory  Lihcrty  Bonds  in  this  Department  to  the  close  of  business 
Saturday,  April  26: 


Bureau. 

Men. 

Women, 

Total. 

Office  of  the  Secretary 

$S.750 

$1,050 

$9,soo 

Office  of  the  Solicitor 

3,250 

650 

3,900 

Mechanical  Shops 

1,050 

300 

1,350 

Office  of  i^xm  l\fenagement 

1,S00 

2,200 

1|,000 

Weather  Bureau 

SJOO 

1,200 

9,900 

Bureau  of  Animal  Industry 

15,000 

6,150 

21,150 

Bureau  of  Plant  Industry 

10,600 

U,200 

lU,S00 

Forest  Service 

10,100 

2,100 

12,200 

Buxeau  of  Chemistry 

11,050 

2,650 

13 , 700 

Bureau  of  Soils 

2,800 

1,300 

^,100 

Bureau  of  Entomology 

2,300 

1,100 

3,^0 

Bureau  of  Biological  Survey 

1,700 

U-50 

2,150 

Division  of  Fablications 

1,350 

3,500 

i4,S50 

States  Relations  Service 

J+,350 

2,4-50 

13,^00 

Bureau  of  Crop  Estimates 

1,750 

2,750 

i+,500 

Library 

100 

1,^0 

1,500 

Bureau  of  Public  Roads 

3,Uoo 

U50 

3,S50 

Division  of  Accounts  and  Disbrursem^ts 

2,050 

550 

2,600 

Insecticide  and  Fungicide  Board 

g50 

100 

950 

Federal  Horticultiiral  Board 

3,300 

100 

3,^0 

Bureau  of  iVkrkets 

17,250 

17.550 

3U,S00 

Total 

$112,100 

$53,200 

$170,300 

During  the  first  week  of  the  campaign  the  Washington  force  of 
the  Bureau  subscribed  only  $3^,o00,  which  is  small  when  compared  to 
the  amounts  raised  in  other  Loans;     $U6,000  in; the  second,  $77,^50  in 
the  third  and  $151,050  in  the  fourth.    To  date  but  one  project  - 
Foreign  l\%,rketing  -  has  reported  that  100  per  cent  of  its  members  are 
already  subscribers.    Tnis  is  not  sufficient.    All  of  us  who  are  remain- 
ing in  the  service  of  the  Department  must  and  will  do  our  part. 

The  City  Cairp":.gn  Committee  has  sent  to  this  Department  five 
G-erman  helmets  to  be  used  in  connection  with  the  campaign.    As  there 
are  not  enough  to  send  a  helmet  to  each  branch  of  the  Dopartmient,  it 


is  proposed  to  give  the  "bureau,  division  or  office  irs-ldjig  the  highest 
per  capita  subscription  to  Victory  Ecnds  the  first  choice  of  the  helriet 
and  to  allot  the  other  four  helmets  to  the  four  hurcaus,  offices  or 
divisions  making  the  next  highest  per  capita  suhscriptior^. 

Field  men  are  requested  to  report  their  subscriptions  to  the 
inemhers  of  the  CoiJiriittee  for  their  own  project,  f rom -.vhoci  they  have 
probably  hoard  in  this  matter. 


SURE.      TTE^LL    FIIIISH    THE  JOB.' 


Chief  of  Bureau. 


UNITED  STATES  DEPARTMENT  OF  AGRtCULTURE 

J  jU/  X  ii>  a'-v  -A- 

BUREAU  OF  MARKETS.  !        P^^  O  v 

WASHINGTON.  D.  C.  j       *      FEE  2  ^ 
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imammio^  circular  no.  21 


Way  20,  I9I9. 

1.    DUPLICATE  PAYMENT  OF  ACCOUNTS. 

The  Division  of  Accounts  and  DisTsiirsements  of  th.e  Department 
has -great  difficulty  in  some  instances  in  avoiding  the  payment  of 
the  same  "bill  more  than  once.    In  order  to  prevent  such  duplication 
all  employes  of  the  Bureau  who  have  anything  to  do  with  the  rendering 
of  accounts,  are  urged  to  follow  the  request  contained  in  a  letter 
received  recently  from  Mr.  Zappone,  reading  as  follows: 

"As  you  no  douht  are  aware,  this  office  maintains 
a  card- index  system  for  recording  payments  thl-ough 
which  it  is  possible  in  a  great  majority  of  cases  to 
avoid  duplicate  payments  of  accounts,    Recently,  however, 
several  duplicate  payments  were  made  by  reason  of  the 
fact  that  vouchers  for  the  same  service  were  stated 
differently.     Vouchers  in  favor  of  firms  or  corporations 
are  received  in  this  office  stated  in  the  name  of  an 
agent  or  manager  of  such  firm  or  corporation,  and  later 
vouchers  are  received  stated  in  the  name  of  the  firm 
or  corporation.    These  inconsistencies  in  the  statement 
of  accounts  render  it  impossible  for  this  office  to 
determine  that  duplica.te  payments  are  involved.  Vouchers 
for  post  office  boxes  rented  by  employes  traveling  on 
official  business  are  in  some  cases  stated  in  the  name 
of  the  Postmster  of  a  particular  place,  as  "John  Jones, 
Postmaster,  Baltimore,  Md. vvhile  in  other's  the  name 
of  the  individual  ds  omitted, 

"In  order  to  avoid  the  possibility  of  making  duplicate 
payments,  I  earnestly  .solicit  your  cooperation  in  adopting 
a  uniform,  method  for  the  statement  of  vouchers  against  the 
department,  and  to  this  end  will  appreciate  it  if  you 
vri.ll  issue  instructions  that  vouchers  of  your  bureau  in 
favor  of  firms  and  corporations  be  stated  in  the  name  of 
such  firms  or  corporations,  and  that  the  name  of  the 
Postmaster  'be  omitted  from  vouchers  for  post  office  box 
rent  or  other  services  rendered  by  Postnasters  throughout 
the  country  except  at  the  point  where  it  is  necessary  for 
the  payee  to  sigi."  .  ^ 
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2.      LETTERS  OF  AUTHORIZATION. 

Some  misapprehension  seems  to  exist  as  to  amendments  to  letters 
of  authorization.    For  the  information  of  all  concerned,  attention  is 
called  to  the  fact_  that  a  letter  of  authorization  am.ending  a  preced- 
ing letter  is  none  the  less  in  itself  a  letter  of  authorisation. 
Therefore,  all  regulations  covering  the  preparation  of  letters  of  au- 
thorization, including  specifically  the  requirement  that  approval  cf^ 
the  Chief  or  Assistant  Chief  be  secured  in  advance  of  the  date  it  takes 
effect,  also  cover  the  preparation  of  requests  for  amendments -to  letters 
of  authorization.  ■•.■•li^'?' 

An  amen^Jment- to- an  authorization,  ^liker  the  original  letter,  must 
■be's^pprpved  "before  any  travel  is  perfoitaed,'  or  any  e:!cperidi tares  for  any 
purpose  are  mde  thereimder.    Eve-ry  request  for  amendment  m:iis.t  show  a 
specifjL'c  date  on  and  after  >ybich  th"e  action  covered,  hy  the  amendment 
is  to '.he  .effective.  rs-.'=t 

No  leave  should  he  taken  while  in  travel  status  iinless,  and  until 
after,  it, jias  .been  aTtthori-ze4  in  the  letter  of  authorisation  covering 
the  trip,  or  ,in -an- amenciBent  thereof, "'• 

.Amendments  ha^e  been  aaks'd  for  at-  t'lines  to  cOVer.  eicpendi  tures 
made  in  excess' of- amounts  specified  in  le'tt'ers  of  authorization.  This 
evidently  wa.s  due  to  the  fa-ot  that  some  person  o'r  persons  authorized  to 
make  e;q)enditur5s  under  .th%  letter  Were  v/i  thout  infpitpation  as  to  the 
amount  which  h?,d  been  expanded  and  the  balance  which' reirai,'ned  avail- 
able.   Jt-is  suggested,  that -each  field-officer  to  whom  an  operating 
or  long-term,  tra-vel  authorization  is '  i ssued  keep  a  ipem^orandum  record 
crediting  all  vouchers ;  submi  tted -under  "  the  authorization  and  debiting 
all  suspensions,  disallowances,  amendments  increasing  the  amouiit  to  be 
expended,;  e-tc.    Officers  in  Washington  may  do-  this,  or  may  keep  irJ"ormed 
as  to  the  current  balance  by  .  inquiries  address sed  "  to  the.  Section  of  S"^- 
plies  and  Accounts-.,  :Most  of'th^  deficits  upon  letters  ""of  authorization 
which  have -had -to 'be  covered  by  ^e-trcfective  amendments  have  "been  in- 
curred'because  the  .of ficers  authorized  to- make  expenditures,  did  not 
know  against  just  vvhat  authorization  various  vouchers  v«^re  to  be  charged 
or  did  not  ke;ep  any  -ki-nd.- o f  an  account  of  the'  expenditures  made  and  the 
balance;  _ava llabl a..^- ,  I-t-  is-  ■sugge'st  ed  that-  he reaf t er  project  s  so .  handl e 
authorisations  "tliat  the  men  autfaftri'sed  to-nake  e'x^endi  tures  ^e  kept  in- 
formed or  have  some  means  of  "keeping  a  record'  showing  "the  balance  at 
any  time  available,  -  Pro jects  .'whrch' issue' some  individ-oal  letters  and 
have  other  charges  paid  from  at  general -epera,  ting  letter  issued  to  the 
project  leade-r  frequently  find'their  records-'are  almost  hopelessly  con- 
fused because  of  various  mi  sunder  s^  tan  dings  and -disagreeAents  as.  to  how 
various,. .vouchers  should  be  or  have  be^  charge'd.     ft  Is  believed  that 
it  would  be  wise,  for  each  Division  eith-er  to  is^ae  separate,  iridivid'jal 
operating  letters  to  each  field  man  or  to  have  o'rdy  one  letter  issued 
to  the  project  leader  with  specific  supplemental  allotments  irade  to  the 
various  assistants.    Each  assistant  t'nen  woul-d  be  responsible  for  keep- 
ing within  the  allotment  assigned  and  for  giving  the  project  leader  ±ae 
notice  of  the  need  for  an  additional  assignment. 


3.      miLlITG  LIST  Rlj^GORD  OF  TFE  EUSEAU  OF  MA.RKET5.  • 

It  is  the  present  intention  of  tlie  Bureau  to  centralize  in  one 
place  all  significant  inforiration  concerning  nailing  lists  mintained 
in  iDranch  offices  and  field  stations  as  v^ell  as  in  Washington.  The 
division  head  clerks,  therefore,  are  requested  to  send  in,  at  the 
earliest  possihle  date,  to  the  Administrative  Assistant  in  Charge  of 
Operation,  information  in  regard  to  the  points  outlined  below  for  every 
nailing  list,  either  in  Washington  or  in  the  field,  not  listed  in 
Bureau  Memo  ran  duai  No.  I70  and  its  supplement  No,  1J1 ,    The  points  upon 
which  information  is  desired  are  as  follows: 

1.  Numhar  assigned  to  list. 

2.  Name  of  list. 

3.  Number  of  names  in  list. 
h.  Project  maintaining  list. 
5-  Specific  location  of  list. 

•  6»      Form,  of  list 

a.  I'ianuscript, 

Longhand 

T^Tpev/ritten  . 
"b.     ■  Cai'd 

Size  of  card 
■    -  Longhand  -. 

".  Typewritten 
•      c.      Mechanical  Addressing  Equipment. 
Addres  so  graph 
Elliott 
Belknap 

7.      How  filed. 

S.      Of  what  composed. 

9.  Subdivisions 

a.      How  indicated. 

10.  Source 

a.      Documents  filed. 

11.  Date  conpiled. 

12.  Pui-^ose  for  which  used* 

13 .  l^^ihen  used. 

a^.  Periodical 
b.  Irregular 

Date  last  used, 

ih*  Bevision 

a,  ¥Jhen  revised 

b.  How  revised. 
15..  .  Eenarks 


^.      RECORDS  OF  APPOI!-TTIvIE!'ITS. 


In  order  that  all  persons  interested  iray  nave  an  opport-onity  to 
abstract  from  the  notifications  of  appoint:r.ents  the  data  necessary  in 
the  preparation  of  vouchers,  accounts,  etc.,  letters  transmitting  noti- 
fications of  all  appointment  actions  affecting  persorjiel  are  being  sent 
through  the  project  leader,  v;hen  the  appointee  is  stationed  in  Wash- 
ington, and  through  the  project  leader  and  responsible  branch  office 
representative  when  the  appointee  is  stationed  in  the  field,  to  be  de- 
livered by  the  project  leader  or  field  representative  directly  to  the 
employee  involved,.      This  is  in  accordance  with  the  provisions  of  Bu- 
reau Memorand"um  No.  l6l.      In  order  that  this  routine  nay  be  properly 
established,  hereafter  envelopes  will  not  be  addressed  in  the  personnel 
section  for  letters  transmitting  notifications,  of  appointment,  but  a 
reference  slip  will  be  addressed  to  the  project  leader  and  attached  to 
each  letter  of  transmittal. 

Wnen  these  letters  are  received  in  the  project  and  the  necessary' 
data  abstracted,  an  envelope  should  be  prepared  in  that  project,  trans- 
mitting the  coirr.uni cation  to  the  field  office  representative  if  such 
action  is  necessary,  or  the  coinruni cation  should  be  delivered  in  person 
to  the  enployes  concerned.      It  is  not  desired  ti^at  an  additior^l  let- 
ter of  transmittal  be  prepared  by  the  project  leader, 

Personnel  card  records  should  be  kept  in  each  division  office 
in  Washington  and  in  each  branch  office.    These  records  should  show, 
at  least,  date  of  each  appointnient  action  (this  is  not  date  effective) 
name  of  appointee  as  it  appears  in  notification  of  appointment,  exact 
title,  salary  rate  and  date  effective.    These  data  may  be  dra%m  off 
from  notification  of  appointment  when  it  is  received.    This  card  rec- 
ord will  be  especially  usef\iL  in  brancli  offices  in  the  preparation  of 
payrolls. 

5.      REPORT  Ii'IECHAUICilL  Eq'UIP^'^^  TO  llWj^I^i'^QPri  CL£I>X. 


To  form  a  basis  for  a  correct  card  record  of  the  valuable  me- 
chanical equipment  of  the  Biireau,  and  in  order  to  locate  definitely  all 
machines,  each  division  a,nd  section  is  requested  to  furrxish  the  In- 
ventory Clerk  of  the  Exireau  a  list  of  all  the  machines  in  its  posses- 
sion, giving  in  each  case  the  i-^ame  of  the  cake,   the  number  or  t^s-pe  of 
model,   the  serial  number  and  the  present  location. 


Machines 


Adding 

Addressing 

Commuting 

Di  eta  ting 

Sealing 

Folding 

Letter  Opening 
Fumbering 
Stencil  Cutting 
Transcribing 


Addressographs 
Automobiles 
Electric  Fans 
Grapho types 
Mimeographs 
Will  ti  graphs 
TypewTi  ters 
Scales,  Platform 
Scales,  Counter 
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If  a  machine  is.mo tor- driven  the  serial  nuTiber  of  the  motor 
should  "be  given,  in  addition  to  that  of  the  irachine.    The  Inventory- 
Clerk  will  check  these  lists  with  the  Bureau  records  and  take  the 
required  measures  to  see  that  all  shifts  that  have  taken  place  are 
covered  hy  the  required  forms  and  records  corrected. 

6.       STANMRD  E}[PRSSSIQiTS  ON  FOBM  BM-39 

Mr,  W.  L.  Evans  of  the  Market  Surveys  Project  h^as  imde  sugges- 
tions with  regard  to  Form  Bm-39  which  it  is  "believed  it  would  be  well 
to  adopt  throughout  the  Bureau.     His  suggestions  are  as  follows: 

It  is  believed  to  be  advisable  to  use  uniform  expressions  in 
making  explanations  in  the  "Remarks"  colurni  on  Form  BM-3S  concerning 
any  supplies  which  are  not  being  shipped  as  ordered.    This  wii;i  not 
only  standardize  the  practice  in  Washington,  but  will  ins\ire  explanations 
which  will  convey  definite  specified  meanings. 

The  following  explanations  have  been  adopted: 

A.  Supply  exhausted;     order  later. 

B.  Substituted  for  because  . 

C.  Purchase  locally;  contract  price  $_  . 

D.  .  Order  reduced;     supply  low. 

E.  Requisition  placed  on  

F.  Explain  why  needed. 

G.  Not  furnished;  purchase  not  authorized. 

These  phrases' could  be  affixed  by  the  use  of  rubber  stamps. 
Stamp  "A"  could  be  used  when  the  supply  is  exhausted  and  it  is  believed 
that  the  need  is  not  so  urgent  as  to  make  it  inpracticable  to  await 
delivery  on  a  later  order.     If  the  need  seems  to  be  urgent,  either  stamp 
"B"  may  be  used  showing  the  substitution  which  has  been  made  for  the 
article  required,  or  stamp  "C"  which  authorizes  local  purchase,  Stamp 
"C"  will  show  the  contract  price,  in  order  that  ,you  may  judge  v/hether 
the  local  price  is  reasonable.     If  the  supply  is  low,  the  order  iray  be 
reduced,  in  which  case  stamp  "D"  may  be  used.     If  an  article  can  not  be 
furnished  from  stock,  but  must  be  purchased,   stamp  "E"  may  be  used 
shov\;ing  the  date  and  on  whom  the  requisition  was  placed.     If  unusual 
articles  are  requested,  but  apparently  are  not  needed  in  a  branch  office, 
stamp  "F"  may  be  used.     Stamp  "G"  may  be  used  when  requests  are  disapproved 
on  account  of  Bureau  policy  v/hich  prohibits  the  furnishing  of  such  articles 

It  is  recognized  that  substi tn.tions  should  not  be  made  -unless 
articles  of  very  similar  nature  can  be  furnished  and  the  need  e-Tidently 
is  -urgent.     In  order  that  branch  offices  may  not  receive  articles  which 
are  useless  because  not  corresponding  to  the  items  requested,  no  item, 
will  be  substituted  by  V/ashington  -unless  the  following  statement  is 


v^ritten  after  each  item  wliicli  na^  oe  s^ib3tit■'lt3d:     "Maj  "be  substit-o.ted." 
It  v;ill  then  ae  inferred  eg'  Washington  that,  trie  i  teriis  (after  v.-aich  this 
statement  appears)  are  rxgently  neecli^d,  and  tha.t,  in  cas3  any. of  the 
other  items  are  not  in  stock,   the  filling- of  tn^t  part  of  the  order  will 
he  deferred  and  one  of  the -other  stamps  noted  above  will  be  used. 
Suggestions  for  further  improving  the  handling  of  orders  "111  he  welc':m.ea. 

7-     B5TTSR  BUSII'JESS  m':':\c-n'g:^7r . 

In  handJing  the"  voMchers,  acco-'ants,  requisicionp  a,nd  business 
correspondence  of  the  Bureau,  inany. instances  are  noted  ^^n:- re  b'jitter 
foresight,  more  care.f^jl  planning  or  more  systertctic  zie';'^-Oi:3  trouid  have 
resulted  in  increased  ecot'.cnp'  ahd  in  avoiding -useless  v.3,5te.     It  vrcjld 
be  impracticable  to  de-scrice  all  of  the  ways  in_which  -/arioiis  bu~in2  3S 
matters  have  been  mislmnd?-ed  or  to  give  iii  detail  specific  instructions 
for  their  proper  treatment .     In.  a  general  way  it  may  be  said  txiat  the 
larger  part  of  these  practices  involves  in  one  way  or  ar.o-:hei',  as  a 
direct  contributing  factor,    the  laclr  of  proper  fcresi^t  in  planning 
the  \vork  ahead  and  making  necessary  prevision  for  its  needs.     It  fre- 
quently happens  that  emergency,  loc£l,  op-^n-rarket  purc:x-.jie3  are  made 
at  relatively  hifh  prices  of  naterial  thit  could  be  seca*  ?d  from  'washing- 
ton  cr  from.  Government  contractors  at  a  much  lower  cost  if  uhe  reed  hr.d 
been  anticipated  in  time.     Frequently  some  need  for  si;5>plies  or  services, 
which  might  have  been  anticipated,  arises  suddenly  and  is  covered  by  an 
order  placed  without  securing  adeqmte  competition  or  inf c::r.a,tion  as  to 
the  best  grade  or  q-uality  of  supplies  and  services  avr.ilable.  Analyses 
should  be  mde  of  probable  future  needs,  say,  for  periods  of  six  months 
in  advance,  and  careful'  inqtd  ry  should  be  made  as  to  the  most  efficient 
and  economdcal  moans  of  sq-/p lying  these  needs,    For  insti--nc;e,  if  btJ-ky 
supplies  may  be  received  from  time  to  time  for  storage,  it  would  be  well 
to  secure  rates  from  drayage  cou^anies  for  transportation  and  storage 
rates  from  warehouses,  and  make  all  arrangements  for  the  prompt  and 
economdcal  handling  of  shipments  im:::ediately  after  receipt.    A  little 
consideration  ahd  investigation  should  bring  to  light  in  almost  any  office 
opportunities  of  a  m.ore  or  less  similar  nat^are  for  the  effecting  of 
substantial  economies. 


S.      EXPEITSES  OF  D?AYA':^E,  STOK.^G-E.  A^TD  TYPimiTZP.  FZPAIRS. 

It  has  been  noted  that  in  some  of  ths  branch  oi"fice3  well-defined 
business  methods  of  proced-are  are  net  eirplcyed  in  incorrir^  expenses  for 
drayage,  storage  and  t^p>e'./ri  oer  repairs.    A  great  deal  of  corr 3spondence 
often  is  incurred  in  addiT.ion  to  delay?  in  the  pa.yment  of  vouchers  for 
such  services,  because  of  questions  which  arise  in  connection  with  the 
costs  as  indicated  in  the  am^o-unts  in  vo-achers  submitted. 
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There  are  various  uiethods  which  n'jay  be  eiriployed  in  obtaining 
such  services  at  -reasonable  coses.    The  following  method  is  s'oggested 
as  one  which    should  result  satisfactor'ii^:     a  communication  clearly 
setting  forth  the  extent  of  service  fretiuently  required,  conditions 
under  v^hich  payments  are  rrade,  etc.,  may  be  addressed  to  five  or  more 
reliable  and  responsible  firms  able,  to  render  the  desired  service, 
A  schedule  of  charges  for  services  should  be  enclosed  v\rith  the  letter 
so  that  it  may  be  filled  out  and  returned  to  the  office  and  kept  on 
file  for  fiit-jxe  use  in  checking  up  the  accounts  rendered  and  in  estab- 
lishing     reasonable  cost  for  the  service  obtained. 

Each  branch  office  should  forward  copies  of  the  replies  received 
to  the  Adrrinistrati ve  Assistant  in  Charge  of  Operation,  for  record  and 
file  in  the  Washington  office. 

The  schedule  for  drayage  ndght  include  a  rainim-um  charge  for 
hauling  250  lbs,  or  less,  a  distance  of  ten  blocks  or  less,  and  a  stipu- 
lated ra,te  per  block  and  per  100  lbs,  for  greater  weights  and  longer 
distances, 

—  « 

The  schedule  for  storage  rates  might  be  based  upon  either  the  , 
weight  of  pac3<ages  or  size  of  packages,  with  a  minim-um  charge  for 
thirty  days  or  less,  • 

The  rate  for  typewriter  repairs  could  be  established  -upon  a  basis 
of  a  charge  per  hour  for  time  required,  with  a  separate  charge  for  parts 
furnished, 

9.      PERSOmL  CMGE5  IH  BMNCH  OF  OPERATION: 

Effective  May  1,  the  following  changes  were  made  in  the  personnel 
of  the  Branch  of  Operation: 

Mr,  W,  A.  J-omp  v^as  transferred  to  the  Division  of  Publications  of 
this  Department  as  Chief  Clerk. 

Mr.  J.  A.  Rice  was  made  the  principal  assistant  to  Mr,  Bailey, 
to  act  in  charge  of  the  Branch  of  Operation    in  Mr.  Bailey's  absence. 

Mr,  Lul^-e  C,  O'Brien,  of  the  Bureau  of  Chemistry,  for  some  months 
past  detailed  to  the  office  of  the  Secretary,  was  transferred  to  the 
Branch  of  Operation  to  fill  the  vacancy  ca.used  by  the  re-assignment  of 
Mr.  Rice.    Mr.  O'Brien  will  assist  in  handling  the  operating  details, 
correspondence,  etc.,  pertaining  to  the  imnagement  of  the  branch  offices 
of  the  Bureau, 


10,      CMGE  IN  CLERICAL  EFEICIEITCY  COMTTEE. 

At  his  request,  Mr,'  H,  J.  Ramsey  has  been  relieved  from  duty  \^ 
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the  Cornrnottee  cn  Clerics.l  Efficiency  aiid  L'r.  C,  S.  Cole  appointed 
in  his  place.     This  change  is  effective  at  once,  and  'Jit,  Cole  is  acting 
with  the  Committee  in  its  semi-ai;n-'.aal  mee-cing,  ;vhich  was  called  May  12, 
1519,  for  the  pu:rpose  of  revising  the  efficiency  register  of  the  clerical 
and  sub-clerical  employees  of  the  Bureau.    The  persorinel  of  this  com- 
mittee, as  at  present  constituted,  is  as  follov/s: 

R.  V.  Sailey,  Chairman 
H.  L.  ITixon 
.  C.  S.  Cole  (vice  H.  J.  Hamsey) 

1 1 .  BEQUESTS  ON  POSTMASTERS  TO  EE  DISCQITTIl-'UED . 

Attention  has  been  called  by  the  Post  Office  Department  to  the 
following  posta,l  service  order  v/hich  appeared  in  the  United  States 
Official  Postal  Suide  for  March,' I3]  S,  and  which  is  still  in  effect: 

■   ''Information- Fvjni  shed  to  Covemment  Deipartments:     It  has 
been  brought  to  the  attention  of  the  Departmxent  tl:iat 
other  (Government  Departments  are  naking  requests  direct, 
or  through  field  agents,  on  postmasters  throughout  the 
country-  for  various  information  and  data,  and  becaijLse  of 
the  great  burden  of  work  thrown  \xgon  postmasters  at  this 
time  such  information  sho'ald  not  be  furnished  "jmless 
specific  authority  has  been  granted  by  the  Department." 

Hereafter,  rapresentatives  of  the  Bureau  v.lll  not  request  post- 
masters to  furnish  information  or  lists  of  any  sort.    If  it  is  impossible 
to  obtain  needed  information  '  other  than  through  a  postmaster,   the  matter 
should  be  taken  up  through  the  proper  char^iels  in  "'ashing ton  and  not  by 
direct  request  upon  the  pos tm^i-ster. 

12 .  DO  NOT  EIvIPLOT  5TEIT0C-RAPHERS  UPON  ITON  STEITOC-RAFHIC  WORK . 

The  Civil  Service  Commission  has  called  attention  again  and  again 
to  the  practice  vsridely  prevalent  throughout  the  Departmental  service  of 
employing  stenographers  TOon  nou- stenographic  work,  or  upon  work  in  which 
the  stenographic  elsmient  is  subordinate  and  unimportant.    It  is  desired 
that  office  work  be  so  planned  that  stenographers  can  be  eaployeed  ijpcn 
stenographic  \;ork  alm.ost  exclusively  and  that  other  positions  be  filled 
by  persons  who  are  not  stenographers.    This  policy  is  urged  because  of 
the  difficulty  which  the  entire  Departm.ental  service  is  e.-qperiencing 
in  securing  an  adeqmte  sij^plj.-  of  q-calified  s  ter.ographers. 


In  the  Bureau  of  I^/Iarkets,  which  aixiploys  a  central  stenographic 
pool,  it  is  indefensible  to  employ  any  considerahle  nwiher  of  steno- 
graphers throughout  the  divisions.    Hereafter,  in  requesting  certifica- 
tion and  appointment ,   stenographers  should  not  be  requested^  -unless 
absolutely  necessary,  and  in  each  such  case  a  thorough  explanation  must 
be  made,  showing  what  stenographic  work  is  to  be  done  and  why  arrange- 
ments cannot  be  made  to  have  this  done  by  the  stenographers  in  the 
pool  or  other  stenographers  in  the  same  division, 

13.      THE  INCREASE  OF  CQI-^EITSATION  AT  $2^0  PER  AMIM. 

The  following  facts  concerning  the  $?-Uo  increase  for  the  com- 
ing fiscal  year  are  issued  for  the  information  of  all  Bureau  employees  - 

(1)  The  $120  increase  provided  by  the  legislative,  executive 
and  judicial  act  of  July  3,  I9IS,   terminates  with  June  30>  1919' 

(2)  Any  employee  v\/ho  has  received  a  certificate  entitling  him. 
to  the-^120  increase  under  this  certificate,  will  be  automatically  en- 
titled to  the  $2Uo  increase. 

(3)  Employees  on  statutory  and  lianp  fund  rolls  receiving  sala- 
ries of  not  less  than  $UC0  nor  miore  than  $2^00  per  annuii,  except  those 
listed  below  as  (A)  and  (B) ,  will  receive  increased  compensation  at  the 
rate  of  $24o  per  annm  during  the  fiscal  year  I920,  provided  such  em- 
ployees have  been  continuously  in  the  service  of  the  Department  since 
June  30,  I9I8.     Employees  receiving  less  than  $^00  per  annum  will  re- 
ceive increased  compensation  at  the  rate  of  6O/S  per  annum. 

(A)    The  law  provides  that  (l)  v;here  an  employee  in  the  service 
on  June  30,  1913,  received  during  the  fiscal  year  I9I9,  or  shall  re- 
ceive during  the  fisca,l  year  I920,  an  increase  in  basic  salary  at  a 
rate  in  excess  of  $200,     (2)  where  an  enployee,  whether  previously  in 
the  services  or  not,  has  entered  the  service  since  June  30,  I9IS,  re- 
gardless of  v\;hethar  such  employee  has  received  any  increase  in  pay  or 
not,  such  employees  shall  be  granted  the  $240  increase  only  upon  the 
certification  of  the  Secretary  of  Agriculture  that  the  ability  and 
qualifications  personal  to  such  employees  justify  such  increase  of 
compensation. 

Certain  exceptions  tcthis  last  have  been  stated,  special  certi- 
fication being  unnecessary  in  the  cases  of  the  follov/ing  employees, 
who,  having  been  previously  in  the  service,  are  automatically  entitled 
to  the  $2^0  increase  upon  restoration  to  the  rolls, 

(a)  Employees  returning  from  military  or  naval  service  of  the 
United  States,  if  otherwise  entitled  to  the  increase. 

(b)  Employees  who  resign  from  the  service  of  the  Government 
after  receiving  this  Increase  and  are  subsequently  appointed  to  this 
Bureau,  provided  such  appointment  does  not  involve  increase  of  salary 
in  excess  of  $200. 
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(c)    Employ 33S  certified  "by  the  Civil  Sarvice  Conmission  fron 
reeniploytQent  or  regular  rszisters,  who  have  previously  received  tha 
$2M0  increase  in  another  GcvezTCOsnt  estahli  shment ,  whether  ty  certi- 
fication or  otheiAvise. 

(B)      The  follomng  classes  of  empiojeas  will  in  no  circrmstances 

he  eiititled  to  the  increase  of  compensation: 

(1)  EnTployees  whose  duties  req.mre  only  a  portion  of  their 
time,  except  charwomen,  who  shall  be  included. 

(2)  Employees  whose  services  are  utilized  for  brief  periods 
at  intervals. 

(3)  Ernployees  who  receive  a  part  of  their  PAY  from  ar^  out- 
side source  -onder  coopera-tive  arrangements  with  the  Department  of 
Agri  cul ture . 

(k)      Employees  who  serve  voluntarily  or  receive  only  a  nominal 
coii5)ensation. 

The  rules  governing  the  preparation  of  pay  rolls  in  connection 
with  the  $120  increase  for  the  fiscal  year  I919  should  be  followed  in 
the  preparation  of  salary  vouchers  and  pay  rolls  vtaere  the  $2^40  or 
other  increase  of  condensation  is  involved. 

The  above  contains  merely  general  information  bearing  t^jon  the 
essential  points  involved  in  the  granting  of  increased  compensation 
"under  the  Act.    There  are  other  specific  provisions,  such  as  the 
determination  of  the  status  of  eii5:loyees  paid  on  a  piece- v.-ork  or  per 
diem  basis,  etc.,  which  it  is  hardly  necessary  to  mention  here.  In 
addition  there  are  several  points  where,  in  the  application  of  the  law 
to  peculiar  cases  which  arise  from  time  to  tine,  it  will  be  necessary 
to  secure  decisions  from,  the  Comptroller  of  the  Treas-uiy,  or  ether 
fiscal  authority.    Necessarily  in  the  administration  of  a  provision 
of  law  of  this  nature  many  difficulties  are  encountered.    These  \vill 
be  worked  out  by  the  proper  authorities  of  the  Department  as  they 
arise  -  all  cases  will  receive  d^oe  attention  and  final  settlement 
will  be  Trade  fully -in  accordance  \vi  th  the  terms  of  the  Act, 

The  full  text  of  the  increase  proviso  is  contained  in  the  Act 
iraking  appropriations  for  the  legislative,  executive,  and  judicial 
expenses  for  the  G-overnment  for  the  fiscal  year  ending  J-une  30,  19^^, 
(Public  No.  31 U)  ,  approved  March  i,  I919, 
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1^.      POIM  OF  DEI.IVERY  OK  SUBBEQ.UESTS. 

In  drawing  subrequests  for  Stock  or  Purchase  Reqm si  ti ons ,  the 
act-ual  place  at  which  the  supplies  are  to  he  delivered  should  he  speci- 
fied. This  applies  to  requisitions  for  Washington  offices  as  well  as 
for  field  stations.  All  suhrequests  not  having  the  point  of  delivery 
specified  will  he  returned  to  the  requisitioner  to  have  this  informa- 
tion added. 


15-      BRIE^'  CASE  AND  TYPEWRITER  LOANS. 

Requests  for  the  temporary  loan  of  brief  cases  and  Corona  type- 
writers- from  the  Property  Clerk  should  be  rrade  on  Form  B,M.  6l,  a  sup- 
ply of  -v/hich  is  now  in  stock,     On  this  card  the  name  of  the  party  to 
use  the  article  will  be  filled  in,   together  with  the  date  at  which  it 
is  expected  the  loan  can  be  returned  to  the  Property  Clerk.    The  re- 
quest will  be  signed  by  the  head  clerk  or  whoever  makes  out  the  card 
and  it  will  be  signed  by  the  m^essenger  or  other  person  to  whom  the 
article  is  delivered  at  the  time  request  is  presented.    rh.en  the 
article  is  returned  to  the  Property  Clerk,  a  receipt  for  it  will  be 
mailed  at  once  to  the  project,  stating  that  due  credit  has  been  given. 
In  case  the  loan  is  not  returned  upon  the  stated  date,  notification 
v\rill  be  sent  the  project  or  the  party  holding  the  article  that  the  loan 
period  has  e:cpired,  and  if  it  is  not  returned  promptly,  or  a  satisfac- 
tory explanation  offered,  the  salary  of  the  person  responsible  vvill  be 
withheld  until  the  matter  is  adjusted, 

l6.      LIBERTY  LOAN  CAMPAIGN  COMPLETED, 

The  response  of  the  members  of  the  Bureau  to  the  appeal  to  pur- 
chase Victory  Loan  Notes  ms  most  gratifying.    The  total  reported  sub- 
scription of  the  Bureau  is  $115,100.    The  following  table  includes 
Washington  employees  only,  and  shows  our  standing  in  the  Departm.ent. 

No.   in     No.  sub-  Per 
Men  Women         Total      Bureau      scribers        Capi  ta 

Bureau  of 

Markets      $  ^7,200    $  33,S50      $  81,050         955         6S7  ^§9*07 
Bureau  of 
Plant 

Indust.T^r        52,500        19,700         72,200         806  -  S9,5S 

Bureau  of 
A.nimal 

Industry       33,650        13,350         52,000         4l9  -  12^.10 

Pede'ral 
Horticul- 
tural Board    6.100  600  6.700   22   -_  .  209.^0 

Total  De-  . 

partraent    $292,150    $131,550      $^129, 700      5,020  $25-59 


,  ■    -       In  .our  Washiiigt'cn  So.rc.s,  -three  prjo.^ects  had  IOC  per  cent  sub- 
scribers,^ ,Xo re'i-gfi 'lv!taii:6:ting.  with-  a  -per  xSf.pita.  average  subscription  of 
j$.7.50  ..OQ  ,  r  ^tatW  C6oper£itrc3ri  wi-t^^^  Coo5eriiti  ve  Organization  with 

■  1150 ,00 ,  ,'and  in  the  ■branch  of  ..Operation  .-three  sec;ti'ons,  the-Pe-rsorxiel 
with  $55«CO,'  the 'R5vieWiiig,'\7ith  $3 >  ' s-nd  .the  Section  on  Estimates  and 
Special  Reports  with  $3l6.00. 

In  the  field  the  following  offices  had  100  per  cent:     the  I&iry 
projects  .in  Philadelphia,.  Him»apolis,- ayid  Fond  du  Lac,  and  the  Grain 
Supervision  offices  in  Kiltimore,  Boston,  Chicago,  Fort  V^orth,  Crraha, 
.Spoiiane, . .and  Toledo,"  irh"e-l!©;Ti:et  Surveys  offices  in  Pittsburgh,  New  York, 
Minneapolis,  and  Atlanta,  arid  "Live  Stock  offi-ce  in*  Zansas  City. 


..Chi-ef  of  Sureau. 


UNITED  STATES  DEPARTMENT   OF  AGRICULTURE 
BUREAU    OF  MARKETS 

WASHINGTON.   D.  C. 


INFORMATION  CIRCULAR  NO.  22. 
June  5,  1919. 

1 .      LETTERS  OF  AUTHORIZATION  FOR  BRANCH  OFFICES . 

The  authority  of  letters  of  authorisation  and  amendments 
thereto,  which  cover  the  general  expenses  of  field  offices,  v/ill 
hereafter  "be  restricted  to  the  Officer  in  Charge.    His  assistants 
will  "be  authorized  to  expend  luonej  on  travel  and  street  car  fares 
only.    All  expenses  for  services  or  si:5)plios  should  he  made  in  the 
name  of  the  Officer  in  Charge,     Travel  by  assistants  should  be 
performed  only  under  specific  written  instructions  from  the  Officer 
in  Charge.    The  original  of  such  written  instructions  should  acconpany 
each  voucher  covering  travel  by  assistants. 

In  the  future,  blanket  letters  of  authorization  ',vill  read  about 
as  follows:  ■    -  ■ 

Officer  in  Charge, 

Market  News  Service  on  Fruits  &  "Vegetables, 
Boston,  I^fess. 

Paragraph  3,      The  Officer  in  Charge  and,  under  his  specific 
written  instructions,  his  assistants  are  authorized  during  the  fiscal 
year  ending  June  30,  I92O,  to  perform,  such  travel  as  may  be  necessary 

to  .-■ — (Naming  points)  •  , 

visiting  then  in  such  order  and  as  often  as  may  best  serve  the  interests 

of  the  govemmsnljr  f or  the  purpose  of  '  •  (stating 

purpose)  . 

Paragraph -il.      The  Officer  in  Charge  is  authorized  to  incur  expenses 
for  miscellaneous  m.aterial,  supplies,   services,  including  rental  of 
telephone,  post  office  box,   ten-porary  office,  furniture  and  eq.uipment, 
station  expenses,  and  any  other  em.ergency  expenditures  that  are  ir^ 
cidental  .to  the  conduct  of  the  work  outlined. 

The  Officer  in  Charge  is  authorized  to  employ  miscellaneous  labor 
and  clerical  assistance  (except  stenographers  and  typewriters)  and  to 
purchase  necessary  miscellaneous  supplies  to  conduct  the  work  outlined. 

The  Officer  in  Charge  and  his  assistants  will  be  allowed  $U,00 
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per  diem  in  lieu  of  sulssistencs  while  traveling,  and  street  car- 
fare in  connection  with  official  businessi 

2.  RESIDENCE  HALLS  FOR  EMPLOYED  BY  THE  GOVERHf.ffiNT. 

Notice  has  "been  given  that  a  lixited  number  of  i^oms  are 
available  for  Goveminent  employees  in  the  Washington  Residence 
Halls  for  women.     Changes  occurring  on  the  first  and  fifteenth  cf 
the  month  often  release  additional  rooms. 

Applications  should  be  signed  by  the  employee's  chief  before 
being  presented  to  Miss  Olive  Davis  in  the  Hfein  Administration  Euild- 
ing  of  the  Plaza  Group  opposite  the  Uraon  Station. 

3.  MEMORIAL  FOR  THE  EMPLOYEES  OF  THE  DEPART!yIEirr . 

To  date  the  eirployees  of  the  B\u:eau,  both  in  Washington  and 
in  the  field,  have  contributed  $571. 60  toward  the  memorial  which  the 
Department  plans  to  erect  in  the  Agircultural  grounds  in  Taehin^tcn 
comeiao rating  the  employees  who  so  freely  sacrificed  their  lives  for 
the  cause  of  liberty, 

tiia  ninth  report  on  subscriptions  to  this  fund,  da-t^d  May  2} , 
follows: 


Bureau  Total  Pledges 

Bureau  of  Animal  Industry  $  114,^0 

Bureau  of  Chemistrj'-  67?. 35 

Bureau  of  Markets  571*  oC 

Bureau  of  Plant  Industry  ^13*75 

Weather  Bureau  3^.7^ 

Bureau  of  Biological  Survey  336'SO 

Bureau  of  Crop  Estimates  2^9.50 

Secretary's  Office  193-^5 

Division  of  Publications  loS.OC 

States  Relations  Service  1^9.75 

Bureau  of  Public  Reads  137.50 

Bureau  of  Entomology  12S.25 

Office  of  Farm  Management  75-00 

Bureau  of  Soils  59-00 

Federal  Horticultural  Board  53' 50 

Forest  Service  .50.00 

Solicitor' s  Office  U5.OO 

Division  of  Accomts  33.00 

Insecticide  and  Fungicide  Board  29,00 

Library  12,75 

Miscellaneous  1.00 

Total  531. 146 


In  order  to  raise  $10,000,  tiie  laltimte  goal,  it  would  be 
necessary  for  all  permnent  employees  to  contribute  an  average 
of  about  one  dollar  each,  rraking  it  more  or  less  in  each  case 
dependent  on  salary  rato  and  circumstances.    All  contribu  tions 
are  to  be  purely  voluntary  as  it  would  mar  the  spirit  of  the  enter- 
prise if  any  employee  should  feel  that  he  was  expected  to  make 
a  subscription  that  was  not  entirely  voluntary  and  within  his 
means  4 

^'      MPLQBCTT  FOR  RETURNING  SOLDIERS  AND  SAILORS. 

"The  War  Department,  through  General  March,    has  announced 
that,  during  each  coming  month,  there  will  be  returned  to  this 
country  and  to  private  life  UU5,000  of  the  troops  still  enrolled* 
This  is  an  average  of  about  lU,500  per  day.     Colonel  Arthur  Woods, 
recently  appointed  Assistant  to-  the  Secretary  of  War,  has  been 
charged  particularly  with  the  duty  of  looking  after  the  interests 
of  the  returning  soldiers;  .  and  e.11  officers  and  employees  of  the 
Department  should  cooperate  with  him  in  his  Undertaking  to  the 
fullest  possible  extent,    The  task  is  one  of  far-reaching  importance 
during  the  period  of  transition  from  a  war  to  a  peace  basis  and 
should  command  the  active  interest  and  support  of  all  thorough- 
going Americans  who  naturally  wish  to  see  that  those  who  served 
the  Nation  in  the  war  for  American  rights  and  civilization  are  given 
every  assistance  in  securing  usefxil  errployment, 

"The  members  of  the  field  force  of  the  Department,  especially, 
can  in  many  instances,  without  undue  interference  with  the  performance 
of  their  official  duties,  render  helpfiil  service  by  locp.ting  positions 
in  their  communities  which  returned  soldiers  are  qualified  to  fill  and 
by  putting  soldiers  in  touch  with  such  positions.    A  great  deal  al- 
ready has  been  done  in  this  direction,  but  much  more  ramains  to  be 
done.    Additional  efforts  will  have  to  ba  put  forth  if  complete  succes 
is  to  be  secured  in  reintroducing  the  soldier  and  sailor  into  peaceful 
Industry.    Find  out  how  many  m.en  may  be  required  in  your  community; 
ascertain  specifically  what  qualifications  are  necessary;    inquire  as 
to  the  rates  of  pay,  and  then  transmit  this  information,  preferably 
in  writing,  to    the  local  bureau  for  returning  soldiers  and  sailors, 
to  the  nearest  United  States  EmplosTnent  Agency,  or  to  the  State  farm- 
help  specialist.    In  order  that  the  matter  m.ay  ba  proparly  followed 
up,  a  carbon  copy  of  the  letter  giving  this  information  sho-uld -be 
forwarded  direct  to  Colonel  Arthur  Woods,  Assistant  to  the  Secretary 
of  War,  War  Department,  Washington,  D.  C.  "  . 

The  memorandum  from  the  office  of -the  Secretary  quoted  above 
makes  an  appeal  to  v/aich  it  is  hoped  all  members  of  the  Bureau  will 
respond. 


5.      AMENDMENT  TO  CIVIL  SERVICE  RULES  REGAPJIITG-  REII-TSTA.TEr.IF;7TS. 


Circular  No.  37  (superseding  Circular  No.  3^)        the  Office 
of  the  Secretary  directs  attention  to  the  Bcecutive  Order  of  April  l6, 
1919,  reading  as  follows. 

^'Section  1,  Civil  Service  Eule  IX,  is  amended  to  re-d  as  follows 
"1.      A  person  separated  without  delinquency    or  a^Lisconduct  froni 
a  competitive  position  or  from  a  position  whj.ch  he  entered  by 
t Transfer  or  promotion  from  a  competitive  position  or  to  accept 
another  appointment  in  the  executive  civil  service  may  be  rein- 
stated subject  to  the  following  limitations-: 

"(a)    Unless  otherwise  provided  hereirjafter  a 
person  may  be  reinstated  only  to  the  departm.ent  or  independent 
government  establishment  from  which  separated  and  -jpon  requisi- 
tion irade  within  one  year  fromi  the  date  01  his  separation. 

"(b)    A  person  who  served  in  the  Civil  War  cr  the 
with  Spain  and  was  honorably  discharged  or  his  widov/  or 
any  amy  nurse  of  either  war,  separated  heretofore  from  the 
competitive  classified  service,  ray  be  reinstated  in  the  de- 
partment or  independent  es tabli shm.ent  from,  which  separated 
without  timte  limit.    If  hereafter  separated,  reinstatement 
may  be  made  within  five  years  fromi  the  date  of  separation. 

_  ^,     ...       .^,"Ic)    A  soldier.,  sailo^,  m.arine,  .  or '^.my  nurs?  , 
of  the  War  with  Germany  form.crly  m  the    competitive  classified 

service  may  be  reinstated  in  any  part  of  the  competitive  classi- 
fied service  within  five  years  from,  the  date  of  honor.able  dis- 
charge, from  the  military  service  if  he  has  the  required  fitness 
to  perform,  the  duties  of  the  position  to  which  his  reinstate- 
ment is  sought. 

■'(d)    The  widow  of  a  veteran  of  the  War  with 
Germany  formerly  in  the  competitive  classified  service  v/ho  was 
the  wife  of  such  veteran  while  he  v(s,s  in  the  malita:^'  service 

may  be  reinstated  in  any  part  of  the  coir^etiti ve  classified 
service  within  five  years  from,  the  date  of  termination  of  her 
husband's  military    service  by  death  cr  honorable  discharge. 

"(s)    No  person  in  any  of  the  foregoing  groups 
may  be  reinstated  to  a  position  requiring  an  examination  differ- 
ent from,  that  required  in  the  position  from,  which  he  was  sep- 
arated without  passing  an  approximate  examination. 
"Section  2  of  Rule  IX  remains  unchn-nged, 

"The  Executive  Order  of  July  IS,  I9IS,  providir^  for 
the  reins tatem.ent  of  governm.ent  employees  who  left  the  classi- 
fied civil  service  to  enter  the  military  or  nax'al  service  d'ar- 
ing  the  V/ar  with  Gerrany,  and  the  Executive  Order  of  Febr-oar^' 
7,  1919,  amending  section  1  of  Civil  Service  Rule  IX  (errone- 
ously referred  to  as  Rule  H)  are  h3reby  revoked. 

"This  Executive  Order  is  recommended  by  the  Civil  Servica 
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Commission  to  harmonize  and  consolidate  provisions  relating  to 
th«3  reinstatemsnt  .of  veterans,  their  widows,  >and  army  nurses." 

6 .    ■  PpFERENCE  TO  HONORABLY  DISCHAI^GED  SOLDIERS  ^  SAILORS ,  AKD    MARIITES , 
AFI)  WIDOWS  OF  SUCH  IN  CI^L  APPOINTMEI'TTS.  . 

Circular  No.  38,  Office  of  the  Secretary,,  dated  .May  22,  I9I9,  is 
qiuoted  "below  for  the  information  and  guidance  of  all  Bureau  employees 
concerned; 

"The  attention  of  Administrative  .Officers  generally 
is  directed  to  section' 6  of'  the  Census  Act  of  Dife-rch  3>  1919# 
which  reads  as  follows: 

•That  hereafter  in  making  appointments  to 
clerical  and  other  positions  in  the  executive  depart- 
ments and  in  independent  governmental  establishments 
preference  shall  He  given  to  honorably  discharged 
.  soldiers,  sailors,  and  marines,  and  widovjs  of  such,  •- 
if  they  are  qualified  to  hold  such  positions.' 

"The  Secretary  desires  that  the  spirit  r.nd  puipose  of  this 
provision  shall  be  f-ally  carried  out  in  the  Department  of  Agricultare 
and  that  every  consideration  shall  be  given  to  the  classes  of  persons 
named  therein  in  making  appointmants  to  cleri'-:al  and  other  positions. 
If  the  names  of  discharged  soldiers,  sailors,  or  marines,  or  the 
widows  of  any  of  these ^  appear  on  a  certificate,  ar^d  some  other 
person  on  the  certificate  is  recoriimen;3ed  for  appointment,  the  recom- 
mendation should  indicate  clearly  the  reason  why  their  names  are 
passed  over." 

T'    FOREIGN  TRADE  ACTIVITIES  0¥  THE  QOVERMEKT. 

The  attention  of  all  employees  of  the  Bureau  of  Markets  is  called 
to  the  fact  that  matters  -relating  to  the  foreign  trade  activities  of  the 
Government  should  be  handled  in  accordance  with  instructions  which  h?-ve 
been  issued  recently  by  the  Secretary  of  Agriculture,    Should  any  questions 
arise  as  t<>  the  Bureau's  participation  in  foreign  marketing  matters,  a 
statement  of  the  fact  should  be  forwarded  to  the  Chief  of  the  Bureau  for 
disposition.    Memorandum  Ko,  275,  Office  of  the  Secreta^,  (which  is  not 
being' distributed  to  branch  offices,)  relating  to  this  n^rttor,  is  copied 
below:  -  ■  ^ 

.  ^'Arrangements,  recently  have  bean  made  "by  '^ae  gigvernmental 
agencies  at  Washington,  including  the  Departmcjitt  sHf  ltgri culture, 
for  the  closer  coordination  of  the  foreign  trade  activities  of 
the  Government.    With  the  approval  of  tlie  President ^  a  Foreign 
Trade  Committee,  consisting  of  rapreaentatives  of  ths  various 
d^artments,  boards  and  commissions^  has  been  fomed.  The 
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chairnanship  of  the  Comnittee  falls  to  th3  Dipartment  of  State 
and  I  have  designated  Mr.  Charles  J.  Brand,  Chief  of  the  Bureau 
of  Markets^  with  Mr.  Clarence  W.  Moonaw,  Specialist  in  Foreign 
Marketing,  as  his  assistant,  to  represent  this  Department.  The 
object  of  the  Committee  is  to  secure  closer  coordination  of 
effort  ^-mong  all  the  governmental  agencies  which  have  an  interest 
in  foreign  trade  and  to  bring  to  bear  upon  foreign  trade  problems 
the  united  council  of  the  departments. 

"I  have  also  designated  Mr,  Moomaw,  xopon  the  invitation  of 
the  Department  of  State,   to  represent  the  Department  of  Agriculture  as 
Liaison  Officer  in  the  Foreign  Trade  Adviser's  office  of  the  State 
Department.    Similar  officers  have  been  designated  by  other  Goverrir.snt 
agev.cies,  and  this  body  of  men  have  formed  which  is  known  as  the 
Economic  Liaison  Committee,    Primarily,   the  purpose  of  the  Econlmic 
Liaison  Committee  is  to  assist  the  Foreign  Trade  Adviser's  office,  as 
v/ell  as  of  the  interested  departments,  in  connection  with  the  economic 
intelligence  work  of  the  foreign  representatives  of  the  State  Depart- 
ment,   The  State  Department  hopes  that  in  this  way  it  will  be  possible 
to  utilize  the  Diplomatic  and  the  Consular  Services  to  the  greatest 
advantage  in  securing  foreign  economic  infonration.     Incidentally,  the 
Liaison  Committee  has  been  recognized  as  the  fact-gatherin-  agency  for 
the  Foreign  Trade  Committee,  and  has  a  number  of  sub- comjru  t tees  at 
work  x^on  important  specific  subjects  with  a  view  to  formulate  recoE- 
mendations  for  the  consideration  of  the  Trade  Committee. 

"In  connection  with  the  Departm.ont '  s  liaison  arrangement  at 
the  Foreign  Trade  Adviser's  office,  I  have  approved  a  suggestion 
of  the  Acting  Secretary  of  State  fnat,  in  the  fut^are,  diploiratic 
and  consular  reports  vpon  economic  subjects  be  S3nt  by  that  Department 
direct  to  Mr.  Moomaw  for  disposition.    The  majority  of  these  reports 
have  a  direct  bearing  on  markets  and  will  be  used  in  connection 
with  the  weekly  circular  "Reports  on  Foreign  Markets  for  Agricultural 
Products."    Such  of  the  reports  as  do  not  relate  to  markets  will  be 
routed  by  Mr.  Moom.aw  direct  to  the  proper  persons  in  the  other 
Bureaus  and  Offices. 

"In  accordance  with  the  desire  of  the  Foreign  Trade  Adviser's 
office,  Mr,  Moomaw  will  be  held  responsible  for  the  reports  received 
from  the  State  Department,  and  v;ill  be  e:<pected  to  keep  an  appropriate 
record  of  their  disposition  and  use  within  this  Department,  in  order 
that  he  may  inform  the  Foreign  Trade  Adviser's  office  from  time  to 
time  as  to  how  the  reports  are  used.     It  v.hH  also  be  his  duty  to 
see  tlTat  information  called  for  by  the  reports  is  promptly  assembled 
and  transmitted  to  the  Department  of  State,   through  the  Secretary's 
Office,  and  to  suggest  to  the  Foreign  Trade  Adviser's  office  ways  in 
which  the  reports  can  be  improved  and  extended. 

"It  is  requested  that  the  various  bureaus,  divisions,  and 
offices  of  the  Departm.ent  cooperate  closely  '^vith  Mr,  Moomaw  in  this 
work  and  assist  himi  in  every  feasible  vmy,'' 
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CONTAINERS  FOR  MEMEOGRAPH  INK. 

Several  of  tho  branch  offices  hav3  raised  ths  qusfftion 
whether  mimeograph  ink  can  "be  put  up  in  larger  sizes  than  the 
one-opound  cans  nov/  on  contract.    The  iratter  has  been  taken  xsp 
actively  with  the  General  Supply  Committee  and  with  the  manu- 
facturers of  ink,  and  the  Bureau  has  "been  -unable  to  get  the 
nanufacturers  to  TCake  any  change  from  the  one-pound  containers 
they  are  using. 

It  is  believed  that  some  users  of  the  ink  are  not  drain- 
ing the  cans  before  throwing  them  amy.    Care  should  be  taken 
to  see  that  all  the  inic  is  removed  from  the  cans  before  they 
are  disposed  of. 


9.    DISTRIBUTION  OF  PROGRAMS  OF  WORK. 

There  have  recently  been  mailed  to  some  of  the  larger  branch 
offices  of  the  Bureau  copies  of  the  program  of  work  of  the  Depart- 
ment of  Agriculture  for  the  fiscal  year  ending  June  30,  1919«  Thig^ 
■program  of  work  was  si:5;pos9d  to  have  been  issued  in  July  ,  igiS.  Ovvir^g 
to  various  legislative  delays  and  the  difficulty  of  having  the  books 
printed  and  bomd,  however,  they  have  just  becom.e  available.  From 
present  indications  no  program  of  work  will  be  issued  for  the  coming 
fiscal  year  and  it  wii;  be  necessary  to  retain  for  reference  purposes 
during  ths'  next  year  the  voi-ume  covering  the  present  fiscal  year, 
^^^■hile  now  out  of  date  in  some  particulars,  these  books,  nevertheless, 
constitute  a  valuable  reference  work  and  they  should  be  carefully 
preserved  until  revised  copies  can  be  obtained.    The  limited  nwber 
of  copies  available  makes  it  impossible  to  supply  all  branches. 


Chief  of  Bureau. 


